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NEW Instant-Set Margins Smith-Corona, long a favorite with secretaries and 
eutomatic, accurate, fast! their employers, now offers the all-new ‘‘Eighty- 

4 3 4 ’ 
NEW “Write” Eight SECRETARIAL — the finest in our fifty-year 
clean, clear, uniform! history of making fine typewriters. 


NEW Touch There are two added keys, four extra characters 
Responsive, balanced, feather-light! — Making 88 characters in all, hence the model 
name ‘'Eighty-Eight.’’ There are many features, 
many new features, many exclusive features —all 
invaluable for increased speed, greater office effi- 
NEW Colorspeed Keyboard ciency and perfect writing results. 


44 keys now standard, with 4 


added characters! The ALL- NEW 


area  Smith-Corona 
"Cighty - Cight- secretariat 


Smith-Corona Inc SYRACUSE 1 N Y, Canadian factory & offices, Toronto, Ontario. Makers also of 
famous Smith-Corona Portable Typewriters, Adding Machines, Cash Registers, Vivid Duplicators, Carbons & Ribbons. 


NEW Keylever Action 


speed where it counts! 
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PRE-TESTED BUSINESS PAPERS 


There's a Nekoosa Business Paper—in a wide variety of colors, weights 





and finishes—for. every office and almost every office need. If you are not 
familiar with all of the Nekoosa Papers, it will pay you to look at them—just 
as it will always pay you to look for the famous Nekoosa watermark 

Your printer or Nekoosa paper merchant will gladly show you samples 


NEKOOSA-EDWARDS PAPER COMPANY + PORT EDWARDS, WISCONSIN 


Tue Orrice—January, 1954 





XEROGRAPHY saves rime: 


CUTS DUPLICATING COSTS! 


Anything written, typed, printed or drawn can be copied by 
xerography with XeroX® Lith-Master Copying Equipment. 
Xerography is a dry, electrostatic, direct positive copying 
process. No sensitized papers, liquid chemicals or water are 
used. No costly plumbing installation is necessary. Plugs 
into an AC outlet. An office girl can copy from one or both 
sides of original material in same, enlarged or reduced size 
onto a paper master for run off of multiple copies on an 
offset duplicator. 


THE HALOID COMPANY 
54-IX HALOID ST., ROCHESTER 3, N. Y. 
Canada: The Haloid Company of Canada, Limited, Toronto 2, Ont. 


XEROGRAPHY 


Scud for 


‘proof of performance" 
folders showing how 
companies of all kinds 
are cutting costs 
and time with 
XEROGRAPHY. 
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will offices | 


SURVEY of a cross section of readers 

of THe Orrice indicates that there 

will be no letdown in the purchas 
ing of office machines, equipment and sup 
plies in 1954, in comparison with the years 
1953 and 1952. Irhis was made plain in 
the answers from an overwhelming major- 
ity of executives in charge of offices of every 
size, The only qualification, which was 
made by a very few, was that something 
unforeseen might cause their volume of pur 
chasing to be Jower—or higher—for dui 
able commodities like machines and equip 
ment. In these cases, however, it seems 
likely that the writer merely wished to im 
ply that his planning and thinking could 
be quickly adjusted to meet any future de- 
velopment beyond his control. 

Even closer to unanimity were opinions 
that the consumption of office supplies would 
continue unslackened. Some had _ hopes 
that their forms control program would to 
some extent reduce the number of forms 
used. In most cases it was not so much 
the quantity of forms to be reduced but 
rather a reduction in the labor involved 
less writing and handling to produce the 
same required number of forms. Since all 
the new machines which office executives 
intend buying this year (with the possible 





buy in 19542 





exception of electronic computers and mag- 
netic memories) will produce more work 
when fed more supplies, the level of pa 
pers, carbons, ribbons, stencils, inks, solu- 
tions, etc., to be consumed this year will 
probably top preceding years. Most read- 
ers believe this to be inevitable although 
some think a saving could be effected were 
an effort made to reduce or eliminate the 
waste of supplies wherever it can be spotted. 

Specifically, which office machines and 
equipment will rnost offices install in the 
year just begun? ‘To this question the an- 
swers were quite positive. There was noth- 
ing vague or hesitant here concerning 
equipment which had been well publicized 
by the manufacturers. First and most men 
tioned by readers was tabulating equipment. 
Those who already have punched card in 
stallations expect to expand them this year 
while others, who do not at present use 
tabulating machines, intend to lease or buy 
such equipment in 1954. Second in fre- 
quency of mention by readers was electric 
typewriters. This does not imply that tab 
ulating has as yet superseded typing as the 
machine-aided operation most Common. to 
all offices. It does indicate that the electric 
typewriter is well thought of and will ex 
pand in acceptance for both manual and 














automatic writing. 

To pick the number three type of 
equipment to be bought this year is 
easier if we simply call it reproduction 
and duplicating machines. ‘That covers 
much ground but a breakdown seems 
unnecessary for any particular type 
since the different kinds of duplicating 
installations will be producing similar 
results from a_ procedures standpoint, 
e.g., invoice copies will be produced by 
spirit, photocopy, heat-process, offset, 
etc., in different offices. Automatic pho- 
tocopy machines are in demand and it 
looks like the future of the office dark- 
room is indeed dark. Readers are 
learning more about reproduction tech- 
niques with the result that they realize 
how oneé process can aid production on 
a machine of a different process, such as 
preparing masters by different processes 
for offset use. Speaking of offset, it 
seems that the presensitized master has 
made this process a “white collar” opera- 
tion. But do not let that statement 
mislead. ‘The office staff is gaining in 
technical know-how and learning to use 
equipment like process cameras (which 
well they might since the original Pho- 
tostat camera has long been a fixture in 
large offices). 


One reader pointed out that the avail- 
ability of different size automatic photo- 
copiers allows the operation to be de- 
centralized to save time and transporta- 


tion. An executive's secretary need no 
longer send an occasional (and maybe 
confidential) letter to the engineering 
department to get a copy or two. She 
can have her own desk-size photocopier 
within arm’s reach. But the main du- 
plicating department is getting more 
and better equipment so that in most 
instances it can produce anything from 
a single copy to a well printed manual 
or showcard in quantity. 

Designating a numbered order to the 
additional kinds of office equipment 
which readers indicated they will buy 
this year is not so easy if we hope for 
accuracy, because the following varieties 
were very closely bunched in their order 


of mention. Remote dictation has taken 
hold since it promises to reduce the 
number of machines used, widen the 
number of persons who can dictate by 
machine, and provide faster transcrip- 
tion service for all.. Accounting ma 
chines will be bought by more medium 
size and smaller offices who are learn- 
ing that the seemingly high cost of a 
multi-purpose accounting machine can 
soon be made up in resulting savings. 
For the same reason, plus the added 
protection feature in a period when 
crime is at its peak, checkwriters and 
signers will be bought. 

Three other types of equipment were 
mentioned frequently enough to rate 
listing here. More file housing units 
will be purchased and readers who 
have given this subject some thought 
are definitely thinking in terms of 
records management rather than just 
filing. They seek housings that will 
save them space without reducing refer- 
ence facility. Some mentioned types 
like shelf filing while more are still look- 
ing for the solution. Then there is the 
subjects of office furniture: desks, chairs, 
cabinets and partitions. The posture 
chair seems more widely accepted than 
ever and modular type furniture is 
growing very rapidly. 

Last on our list are electronic com- 
puters and magnetic memories although 
the frequency with which they appeared 
in readers’ answers was really surprising. 
When it is remembered that this equip- 
ment remains mysterious to many in 
the office field and is still very expen- 
sive, its steadily increasing acceptance 
is encouraging. The present wide 
recognition of tabulating procedures 
promises that our last named type of 
equipment will someday head a com- 
pilation such as this. 

Many readers stated that current 
equipment will be continuously replaced 
as necessary. Below we reprint some 
paragraphs from a good sampling of the 
letters received which, while chosen at 
random, represent the thinking of ma- 
jority and minority. Readers who did 
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not receive our questionnaire need feel 
no slight because the envelopes carry- 
ing it were addressed mechanically with 
the addressing machine set to skip and 
print automatically. 


Tabulating Equipment 


At this writing we have plans only for 
the possible installation of punched ecard 
equipment, either IBM or Remington 
Rand tabulating equipment. From time 
to time we have installed new product 
developments found in THE OFFICE 
Magazine. We do plan to maintain in 
1954 our usual level of purchasing in 
office machines, equipment and supplies 
the same as we have done in 1953 and 
1952.—FLOYD GUILLOT, Treasurer, In- 
dustrial Finance & Thrift, New Orleans. 


$1200 per Person in Equipment 


In 1953 we invested $75,000 in tabulat- 
ing equipment and $12,000 in Addresso- 
graph (one machine was the new 6700 
automatic Graphotype) as a result of new 
office methods. According to a survey 
of existing equipment, we will not pur- 
chase additional equipment except pos- 
sibly units to supplement the tabulating 
machines. A new office building costing 
approximately $1,500,000 is to be econ- 
structed in 1954-55, and this investment 
will curtail nearly all expansion in of- 
fice machines. However, since our office 
has the latest machines and equipment, 
until electronics become more practical, 
this emphasis upon building accommoda- 
tions will not materially affect our office 
procedures. 

Compared to 1953 and the last months 
of 1952, our purchases of office equip- 
ment in 1954 will be greatly reduced. 
Since our office equipment totals $306, 
000 (an average of about $1,200 per of 
fice employee including executives), only 
the office 
themselves within one year will be given 
consideration. Equipment requiring sev 
eral years to pay for will be excluded 


machines which can pay for 
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from the budget, giving preference to the 
building program. This latter policy is 
due to the possible rapid advancement 
within the next 
three years. Is this wishful thinking? 
M. K. MORRIS, Controller, 
Council Assemblies of God, Springfield, 
Mo. 


of electronics two or 


General 


Electronic Calculators 


During 1954, we will start using two 
of the New Rand No, 409 
Electronie Caleulators in our Hartford 
office. They will be used primarily for 
billing operations at first and later will 
be extended to other applications. These 
machines will enable us to replace the 
tub file system of grocery billing which 
we have been using for a 


temington 


great many 
years. We expect to maintain our present 
level of purchasing in office machines, 
equipment, and supplies during 1954. 

WILLIAM R. ROSENBERGER, 
tant Treasurer, First National 
Somerville, Mass. 


Assis 


Stores, 


Checksigner, Accounting Machines 


This year we contemplate installing 
some new office equipment 
vanced product features as the result of 
changed methods and procedures in our 


having ad- 


office operations. Specifically, we intend 
to install equipment which will 
facsimile signatures on checks. Also, we 
plan to install some of the latest models 
of the NCR accounting machines to im 
prove some of our existing general ac 
counting routines. Further, we are plan 
ning to make surveys in aceordance with 
our normal operating policy to determine 
where improved equipment has applica 
tion to increase the efficiency of our ac 
counting operations. 

The volume of purchasing activity in 
our organization for office 
equipment and supplies depends upon the 
replacement program for the particular 
year as well as the funds that have been 
provided in the current year’s budgets 
for such items. It is difficult to say 


insert 


machines, 





whether the 


consistent 


level of purchasing will be 


with ’52 and ’53. It is alto 
1954 is 


levels, 


gether possible before the veal 


over that we may exceed such 


. J. GRIFFIN, 


Chemical Corp., 


Controller, Davidson 


saltimore. 


Electric Typewriters 


In the field of 
replacing our 
with 


office machines, we are 
old typewriters gradually 
Our 
furniture is 


electric machines. other office 


equipment and fairly 


and quite satisfactory from the 


new, 
stand 
point of use and comfort. We have al 
ways kept a tight control over the use 
and purchase of office supplies, and ex 
pect to do the same in 1954. We will prob 
ably use slightly 1954, than we 
did in the -SARA 
H, COTE, Plastic 
Cards, Inc., New 


more in 
preceding 
Sales Dept., 


York. 


years, 


Kem 


Reproduction Equipment 


We expect to go into the direct photo 
copy field very early this year by buying 
one or more units for our larger de 
partments. We have for some time used a 
single, large photocopy machine; but we 
have found that we are paying a heavy 


price in time and transportation ex 
centralized 
photo-reproduction. I am 


that we 


pense in using a source of 


also confident 
1954 a pre-sen 
sitized platemaking unit which is flexi- 
ble and compact. We 
purchase until the presensi- 
tized plates’’ are put on the market. 
With this plate, we should be able to 


shall see in 


have deferred our 


‘*negative 


use positive transparencies rather than 
a regular photographie negative in our 
home office platemaking operations. 

The pur 
chasing is doubtful, but there will prob 
ably be no 


level of our 1954 equipment 


significant reduction from 
1953. In 1953 we spent more heavily on 
steel desks than before, and we expect 
to continue our purchase plans. The same 
goes for typewriters. On the other hand, 
we are trimming back where possible on 
equipment purchases wherever we can by 


10 


insisting 6n a more complete and well 
with the re- 
DAVIS, Man 
Dept., United 


\ ork, 


based along 
ALLEN Y. 
& Methods 


States Life Insurance Co., New 


Plan New Office Building 


We are studying plans for a new office 


justification 
quisitions, 


ager Svstems 


building. Whatever those plans finally 
result in and include in the way of office 
layout and office equipment will guide our 
entire program of purchasing in 1954, If 
it involves replacement in whole or in 
part of our present office equipment and 
furniture, that will be done. If it in- 
volves a gradual or partial replacement 
of our present oftice equipment and furni- 
ture, a schedule will be made out, pre- 
ferably not until July, as to exactly what 
should be done and when. We now have 
study- 
ing actual space need and including an 
up-to-date study of the 


one top management committee 
layout of our 
present and proy osed offices together with 
workable procedures. We expect later on 
office 


to appoint several 


mittees to 


manager com 


study how the new offices 


should be laid out and the workable pro- 


cedures arranged in keeping with new 


ideas and new products including new 


VICTOR BIELIN 


Internal Service, 


office equipment.—W. 
SKI, 


Sureau Services, Ine., Lansing, 


Farm 


Mich. 


Manager, 


Modular Office Furniture 


As far as our 


present plans are con 
cerned, we do not anticipate any changes 
in the methods and procedures of our of 
fice operations. Existing equipment seems 
to be adequate to handle our particular 
type of work. 
thinking of 
ture in our 
this 
us very much and, if any changes were 


However, we have been 
installing modular furni- 


oftice, The 
furniture has 


style and de- 


sign of 


interested 
to be made, modular furniture would re- 


ceive serious consideration. 
In the matter of maintaining our usual 
level of purchasing in machines, equip 


ment and supplies, I would say that this 
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Anyone can] 7 
plastic bound books in 


i 


Punch sheets and covers of any size or 
weight, quickly, accurately 





Bind up to 250 books an hour with colorful 
GBC bindings—‘e" to 1Yg” diameter. 


Do PLASTIC BINDING» 
RIGHT IN YOUR OWN OFFICE 


Bind all sizes and types of loose sheets 
with compact GBC plastic binding equip- 





THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 
Get your personalized edition today—a 


unique and beautiful example of modern 
plastic binding. Packed with illustrated 


facts and ideas. Gives complete applica- 
tion story and cost advantages of the 
GBC Binding System—as proven in 
thousands of progressive organizations 
in every field of endeavor. Here’s a 
wealth of timely and important informa- 


ment ...in a matter of seconds. You'll 
add prestige, color, utility, attention- 
compelling appearance and increase the 
effectiveness and life of your literature, 
Pages lie perfectly flat . . . may be in- 


serted or removed any place in book. 





tion... absolutely FREE 
GET THIS FREE PORTFOLIO-PRESENTATION...TODAY! 


GENERAL BINDING CORPORATION 
Dept.0.1, 812 W. Beimont Ave., Chicago 14, Ill. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION this includes complete 
prices, applications, and cost advantages. | under- 
stand there is no obligation. 


oo See 

ORGANIZATION ___ 

PD ics sccstaciesenciean 

|, eserves 7 STATE 


XX 


Ae 
“B 


GENERAL BINDING CORP., Dept. O: !.! 
812 W. Belmont Ave., Chicago 14, Ill.4 
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Are they using up supplies like crazy in your shop? 


It drives management daffy if Production runs short 
of materials or somebody goes overboard over-buying. 


At Eastman Cotton Mills in Eastman, Georgia, modern 
controls have taken the bugs out of supply inventory. 
McBee Keysort cards serve Eastman as requisition or- 
ders, keeping tight rein on parts stored in their supply 
bins. Processed in the main office, the Keysort cards 
are quickly sorted by department, shift and supply bin 
A clerk summarizes requisitions to the stock record, 
providing running balances on all stock. 

Thanks to Keysort, Eastman has a perpetual inventory 
of supplies in stock . . . without having to employ extra 
personnel or install special equipment. 








0-1-54 
MAIL THIS COUPON TODAY 
The McBee C y* 295 Madi Ave., New York 17,N.Y 


We're interested in knowing how KEYSORT can improve 


MATERIAL COSTING ORDER 
our AND INVENTORY CONTROL CO ANALYSIS 








Pp 


PRODUCTION PAYROLL AND 
CONTROL LABOR COSTING 


a 
ADDRESS 


ZONE aan 


OV... — NO. OF EMPLOYEES... 








Closer control of supplies gives Eastman overseers a 
better idea of worker efficiency. If a loomfixer’s supply 
costs are abnormally low, he can’t be keeping looms in 
top operating condition. If his costs are excessive, he's 
probably wasting supplies. 

Inventory control is only one way Keysort aids business, 
providing positive records at the lowest cost. 

There’s a McBee representative near you. Ask his advice 
on your own record-keeping problem. Or mail coupon. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort ~The Marginally Punched Card 


295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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will possibly drop in 1954 as compared 
to 1952 and 1953. These past two years 
have seen considerable expansion for us 
and with that expansion has come a 
relatively large amount of purchasing. 
While we naturally expeet to expand in 
the future, we feel that the equipment 
already purchased will meet our needs 
satisfactorily—A. J. DRAGER, Com- 
pensation Research Bureau, Chicago. 


Seeks Mechanical Memory 


I believe that greater emphasis should 
be placed upon machines having the 
memory feature for use in record keep- 
ing. Such machines should have capacity 
for memorizing or storing a large num- 
ber of digits and for a large number of 
items. Your November, 1953, issue car- 
ried such an article on the Remington 
Rand equipment. 

The stored information should be avail- 
able for transferring to punched holes or 
typewritten materia! for use in summariz- 
ing any change in the records. The in- 
formation stored in the machine should 
be available for selective summarizing, 
such as by types, sizes, values, ete. We 
would like to see such equipment pro- 
duced soon and, with the expectation of 
this possible commitment, replacement of 
office furniture and equipment in 1954 
will take place at a normal rate.—W. J. 
MASHEK, Ass’t Superintendent, Audit- 
ing, Methods & 
Corp., Chicago. 


Tabulating, Teletype 


Automatic Writing Machines 

We anticipate the installation of Ad- 
dressograph 9300 and 9100 equipment, 
and perhaps will make use of the Flexo: 
writer and the automatic Graphotype. 
We expect to be able to make tape-to- 
card applications on several operations. 
Our level of purchasing of office machines 
will probably remain unchanged, with a 
good possibility of some increase if we 
find further areas for mechanization. Our 
purhases of office forms are expected to 
be lower as a result of our forms design 
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and control program.—CHARLES F. 
METZ, Methods & Standards Div., Chemi- 
cal Bank & Trust Co., New York. 


Inserting and Mailing Machine 


It is our plan at this time to continue 
purchasing office equipment and supplies 
during 1954 on about the same level as 
1953 and 1952. It is hard to say at this 
time what new or special types of ma- 
chines will be installed during 1954. Our 
common office machines like typewriters, 
Comptometers, calculators, ete., are on a 
programmed 
plan to continue as in the past. 


replacement basis and we 
Two 
new and additional pieces we have under 
consideration are an inserting and mail- 
ing machine with folder; and a further 
extension of punched cards and methods 
to other procedures than we now have.— 
J. P. JENKINS, Office Manager, Olin In- 
dustries, Inec., New Haven, Conn. 


Shelf Filing 


We are in the process of adopting shelf 
filing in files, 
What we need is some manufacturer in- 
terested enough to build a closed (not 
doors) steel unit with follow-up inserts, 
—E. B. FREEMAN, Colonial Mortgage 
Servicing Co., Upper Darby, Pa. 


place of 5-drawer legal 


Expansion Necessitates Purchasing 


As of this writing, we do not antic- 
pate installing any types of 
office equipment which may be the re- 
sult of new or advanced product de- 
velopments or the changing of methods 
and procedures in our office operation. 
This does not mean that we will not in- 
stall any new products along these lines, 
We will, however, install them if we find 
that they are the answer to our particular 


special 


office problem. 

We do, as of this writing, anticipate 
maintaining our level of purchasing that 
we have had during the years 1952 and 
1953 because we have recently entered 
into an additional field of 


insurance 
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which, of course, means expansion and 


along with expansion the customary pur 
chasing policy to effect the most modern 
of doing business that we 


ways ean de 


velop from our methods and procedures 


BERNARD A. TORRI, Co 


30ston Insurance Co. 


research. 
ordinator, 


Payroll Accounting Machines 


For time we have been 


the 
counting machines in the payroll 


some giving 
installation of ac- 
tax di 
vision of our accounting department. It 
is indicated that a 
the installation of 
be reached in the near future and it is 
therefore possible that this installation 
may occur during 1954. This is the only 


consideration to 


decision concerning 


these machines will 


change that is presently being contem- 
plated. 

There will be some purchasing of of- 
fice machines and equipment for our of 
fices during 1954 although the extent of 
this purchasing is not expected to equal 
the 1952 and 
1953. Our requirements for printing and 
miscellaneous office supplies in 1954 


dollar volume reached in 
will 
probably be about the same as in 1952 
1953.—W. R. WOELFERT, Ass’t 
Secretary, Pile Co., 
New York. 


Extend Tabulating Methods 


We do 


change in 


and 


Raymond Concrete 


1954 a 
system of handling ae- 
the use of IBM 
punched cards. This will necessitate an 
the IBM ma 
chines required. It is quite possible that 


contemplate 
our 


during 


counts receivable by 


increase in number of 
our purchases of office machines, equip 
1954 will fall 
our purchase of the 
during 1953. The 
the fact that 
this year our company has just completed 
and 


ment and supplies during 


considerably below 


Same equipment reason 


for this is due to during 


moved into a new and much larger 


home office and we have 


equipped that building for the most part 
with 


building 


new oflice furniture and a consider 


able amount of new equipment. It can be 


14 


readily the 


our purchases for 


understood from 
that 
considerably 
year 1952 or previous 
KERR, Ass’t Treasurer, Shelby 
Casualty Co., Shelby, Ohio. 


previous 
1953 
than for the 
years.—S. 8 


Mutual 


statement 


were higher 


More Mechanization 


During 1953 we have been mechanizing 
certain of our posting operations by 
installing National Cash Register Class 
32 accounting machines. This conversion 
will be completed during the early part 
of 1954. We have also been studying the 
adaptation of the Flexo-Writer or IBM 
Class 884 typewriter tape punch machines 
whereby as a by-produet of typing forms, 
a tape is obtained which is then fed 
through an IBM Type 46 Tape-to-Card 
Punch machine to automatically produce 
a punched card, thereby eliminating hand 
punching. Installation is dependent on 
the outcome of our studies and the avail 
ability of equipment. In addition to the 
above, oar plans for 1954 eall for an ex- 
pansion of our IBM tabulating depart- 
ment. The level of purchases for remain- 
ing office equipment during 1954 will be 
the 
transacted.—J, F. 


volume of business 
FLYNN, Ass’t 


troller, Commercial Credit Co., Baltimore. 


determined by 
Con 


Improvements Bring Savings 


We have made two important develop- 
ments in office equipment in 1953 which 
were the result of thinking initiated in 


departments reporting directly to the 
controller. In one instance there has been 
developed a special wiring unit device for 
a Remington Rand Model 3100 Tabulator 
which has simplified our procedures and 
has resulted in substantial machine and 
personnel savings. In the other instance 
there has been developed a new type bar 
for use on the No. 3100 NCR Bookkeeping 
Machine on which we are able in one in 
stance to write the check, post the cash 
post the 
post the budget 


1954 we feel quite sure that we will not 


book, distribution ledger and 


control ledger. During 
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Make a better impression using WAU- 
SAU fine Impression Papers. The com- 
plete line is specifically designed to get 
the best impressions, whether you use 
offset, stencil duplicating, spirit or 
gelatin process. 


WAUSAU BOND, WAUSAU MIMEO. 
WAUSAU DUPLICATOR and WAUSAL 
LEDGER are genuinely watermarked 
papers. EXACT BOND, EXACT MIM- 
EO, EXACT DUPLICATOR, EXACT 
LEDGER and WAUSAU OPAQUE 
OFFSET are not watermarked but are 
made to get excellent quality impres- 
sions. 

Ask your dealer for samples of WAUL- 
SAU IMPRESSION PAPERS best 
suited to your machines. Then test 
them. You'll see for yourself that you 
get and make the best impressions us- 


ing WAUSAU IMPRESSION PAPERS. 


® The complete line is available nationally 


through authorized distributors and stationers. 





WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN 


Member—Wisconsin Paper Group 


Artisans of 
Fine Papers 
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maintain the level of 
machines and equipment which we held 
1952. 
we were equipping the organization from 
scratch. The program is 
complete and the only likely purchases 
in 1954 
creased volume 
ASHCROFT, Controller, 
Turnpike Authority, New 


purchasing office 


in 1953 and During 1953 and 1952 


additions as in- 
dictate. —N. R. 
New 
Brunswick, 


will be such 
may 
Jersey 


Remote Dictating System 


We propose to install a remote dictat- 
ing system using the Dictaphone Tele 
cord. We plan on expanding our tabu- 
lating department considerably, in that 
will do all our 


premium billing from punched cards. We 


beginning March 1 we 


are presently adding considerable space 
to our home office building and shortly 
anticipate the installation of some modu 
lar furniture in several departments. As to 
the purchasing of office machines and 
supplies, and so on, in 1954, we will prob 
ably not only maintain our level of pur- 
chasing, but very likely will increase it 
in comparison with 1952 and 1953.—S. A. 
RIESENMAN, Vice President, Security 
Life & Aecident Co., Denver. 


Replace 10% Equipment Yearly 
This bank 


of building a new branch on Connecticut 


is presently in the process 
within the next three or 
fours months our operating departments 
will be transferred to that location. In 
connection with that change of location, 
we have looking at 


Avenue and 


been television 
methods of transmitting copies of doeu- 
ments from one office to another. Up to 
this time, television does not seem to be 
a practical thing, since the size of the 
picture is very limited and it is impos 
sible to transmit a facsimile of any doeu 
than - 5° «x 8". If and 
television or 


ments larger 


when some similar means 
of transmitting facsimiles quickly will be 
developed, we will be very interested in 
looking at it. As to our plans for pur- 


chasing office machines, ete., we have a 


16 


substantially - 


more or less standard policy of replacing 
10% each 
this policy. 
Hamilton 
D,. 


year and we will adhere to 
T.S. MALLON JR., Cashier, 
National Bank, Washington, 


Considering New Equipment 


We are very interested in the latest de 
velopments of office equipment. We fol- 
low the new ideas and are open minded 
to new trends and procedures. At the 
present time we are considering several 
new pieces of equipment. Our basis or 
standard for adopting new machines is 
whether the machine will do a faster job 
with the 
whether we can 


for us, produce more results 


same effort; and save 
money by its use. Our budget plans for 
1954 will 


remain at the same level as 753, except- 


stationery and equipment for 


ing that any expansions will, of course, 
increase in 
NEUBERT, 


States Na 


necessitate a proportionate 
our present plans.—W. F. 
Assistant Cashier, United 


tionul Bank, Portland, Ore. 


Tabulating, Photocopy Machines 


It is quite possible that during this 
year we result 
in our method of analyzing sales, install 
IBM tabulating equipment. It is also pos 
sible that we will put into operation some 
type of photocopy equipment. 
as I know, we will maintain our 1952-53 
level of purchasing office machines, equip- 
FRANK L, ROTH, 


Storage Bat- 


will, as a of a change 


In so far 


ment and supplies. 
Secretary-Treasurer, Giant 
tery Co., Minneapolis. 


Automatic Invoicing 


Our billing operation for our publica 
tions has grown so large that we defi 
nitely will convert within the next 12 to 
24 months to an Addressograph system of 
automatic billing. We also have on or 
der for future 
writers for setting up copy in our order 
These latter 


machines were also made necessary by a 


delivery two Justo 


and layout department. 
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fom ULTIMATE 


IN FINE BUSINESS FURNITURE 


NO FINER CRAFTSMANSHIP 


IN GENUINE AMERICAN WALNUT 


NO FINER FINISHES 


BAKED AND HAND-RUBBED 
FOR DURABILITY 


NO GREATER EFFICIENCY 


ENGINEERED FOR FACILITY 


AT ANY PRICE 
THAN IN THESE FUNCTIONAL 


No. 4423 EXECUTIVE CONFERENCE DESK 


DESKS @nd TABLES |, (iii 


CRAFTED IN ONE OF AMERICA’S 
LARGEST AND FINEST 
FURNITURE FACTORIES 


SOLD THROUGHOUT AMERICA 
BY LEADING (FRANCHISED) 
DEALERS 


WRITE FOR OUR ILLUSTRATED 
BROCHURE OF COMPLETE LINE ee Rai ea 
No. 4213 SECRETARIAL DESK WITH 
RETRACTABLE STATIONERY 
COMPARTMENT * 


* PATENTED 


2412 PENNSYLVANIA AVE., N.W. 
WASHINGTON 7, D. C. 
KENWOOD CORPORATION 
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It’s just what you 
have always wanted 


Handy as the telephone. In fact, it can be 
used as a combination cabinet and tele- 
phone stand. And what a blessing its glid- 
ing, sliding doors are. Makes the swing- 
door, space-eater cabinet as old fashioned 
as Uncle Elmer’s mustache cup. The sliding 
shelf is adjustable without bolting. ‘’Desk- 
Hi” is available in 2 depths, 12’ and 18”— 
is 29” high and 38” wide. Be among the first 
to enjoy the companionship of “Desk-Hi’. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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growth in the increased number of sheets 
set up each week for offset printing. Our 
purchases of the usual office 
during 1954 will be somewhat 
in previous years. We have streamlined 
some of our operations and have enough 
reserve desks, typewriters, etc., to take 
care of our immediate needs.—C. B. 
PAIGE, Office Manager, Doane Agricul 
tural Service, St. Louis. 


equipment 
less than 


Automatic Typewriters 


We are getting ready and hope to make 
complete tests in using type- 
writers with tape arrangements for the 


eleetric 
issuance of policies and the compila- 
tion of statistical information. In _ pro- 
gramming for the integration of poliey- 
writing and statistical data through the 
use of such mechanical means, we hope to 
simplify present operating procedures in 
our field offices. For 1954, 
1953 and 1952, 
replacement of equipment which is based 
on long range plans. This scledule pro- 


as we did in 





we have a schedule for 


vides of the probable purchase of as 
much equipment in 1954 as we bought in 
1953.— JULIO CORREA, Ass’t Vice 
President, American Mutual Liability 
Insurance Co., Boston. 


Tabulating, Duplicating Machines 


We will install IBM punched 
equipment in 1954 as the outcome of a 
study of office operations. We may in 
stall a Multilith 1275 tandem head dupli 
cator and we may install a 
eollator. Our purchasing level wil prob 
ably be higher this year because of in 
creased facilities and continuing im- 
provement T. M. GLEN, En 
gineering Dept., E. I. du Pont de Nemours 
& Co. Experimental Station, Wilmington, 
Dela. 


Most Modern Office Equipment 


We think we have one of the 
modern, attractive and up-to-date offices 
anywhere in the country and while we 


eard 


mechanical 


program. 


most 


“TUB FILES ~ EE 


Fastest and best method for card reference and pulling. Most 
economical, too. Cards sit above frame — accessible at com- 


fortable sitting or standing height. 


Modern styling. Heavy-gauge steel construction. Equipped 
with covers and plastic-surfacs workboard for posting. Avail- 
able in varied capacities. Send for complete information 
including name of local TAB representative. 


TAB propucts co. 


57 Post Street 
San Francisco 4 California 





TAB PRODUCTS CO. HAS AC 








FOR YOUR TABULATING DEP 
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how did Millie get 
out in the hall? 


Millie’s out in the hall because 
body fluffed when planning office space. 
When ii 
there wasn’t room for Millie. 
Chart-Pak Oflice 
can’t go wrong and the cost is negli- 
gible. Do your own office planning the 
Chart-Pak 
preprinted templates for 
stick ’em 


some- 


to brass tacks, 
When you 


you 


came down 


use Templates, 


easy, foolproof way use 
Templates 
everything 
and pick them up again. You'll 
professional layout job. Chart-Pak 


available for organization 


you can down 
do a 
ma- 
erials also 
and flow charts; plant layout 
and graphing kits. Write for 

details. 
2607 


w---- 5 


CHART-PAK, INC. 


102T Lincoln Ave. Stamford, Conn. 
Rush that Chart-Pak information to: 


r: 


TRADE MARK 


i 

1 

! 

! 

} Name 

: Company 
1 

! 

a 








Address 
City State 
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do not anticipate any new or advanced 
product developments which would help 
us raise the efficiency of our operations, 
we are always on the alert for improve- 
ment of all kinds. Offhand, we do not 
know of any special types of office equip- 
that 
We plan, as we have in the almost 
of the 
business, years 


ment we anticipate putting in use. 
50 
years our operations in syrup 
the 
pickle business (the above company owns 
and operates the W & W Pickle Co. of 
this city and Dallas) to 
practice of equipping our personnel with 
the 


chines and equipment, supplies, ete. 


and almost 30 in 


follow our usual 


finest and most modern office ma- 
We 
think that to do the best job possible, 
the operator must have the best tool pos 
VIR 
the 
Syrup Co 


sible to do the best work possible. 
GINIA S. ANDERSON, Ass’t 


President, Alabama-Georgia 


to 


"” 


Montgomery, Ala. 


Microfilming Equipment 


The only new type of office equipment 
we propose to install in 1954 is a micro 
We 
that it would be simpler to take a pie 
ture of each of the or 60,000 
tickets flowing through this office 
month, than to keep a file copy of each 
of This, of 
change in both method and procedure of 


filmer and viewer. have eoneluded 


50- sales 
each 
these tickets, course, is a 
handling purchases made by consumers 
at service stations. Our budget for capi 
tal expenditures for office machines are 
equal to the 
1952 and the rate 
of annual expenditure for the first ten 
months of 1953.—H. Ek. EVERDING, 
Manager of Accounting & Credit, Atlan 
tic Refining Co., Syracuse, N.Y. 


equipment is just about 


actual expenditures in 


New System Means New Machines 


Though certainly not exactly new, we 
installed IBM automatic billing for our 
invoices last year. This has made and 
will doubt continue to make drastic 
changes in our procedures and of 
other The chief of 


no 
use 


machines. purpose 
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How Long By 


es 
Ey 


Would You Drive 
with ONE 
Light? 


Driving with one headlight limits your vision— 

invites disaster! Using one telephone system limits 

your efficiency—creates per ag delays! Clear- 

cut, reliable service demands TWO telephone sys- Slat HH, 
tems . . . city ‘phones for incoming-outgoing calls KELLOGG -(): vone 


—SELECT-O-PHONE for all inside communication ! EXECUTIVE STATION 


Fast! Direct! Automatic! SeLect-O-PHONE stops 
legwork, starts teamwork ! Every station calls every 
other station at the flick of a dial. Give orders— 
you get action . . . ask questions—you get answers 
... instantly ! Confer with a group, or talk to one 
man in complete privacy. Keeps switchboards free 
to receive customers—saves time, steps, money. Don’t a eT 
wait any longer—go direct—with SELECT-O-PHONE! EXECUTIVE STATION, especially de- 


signed for Executive use, puts key men 
at your fingertips! No buttons to hold 
—leaves both hands free. Separate hand- 
set for private conversations. Attractive 
-_ —_ walnut or mahogany cabinet. 
GET THE FACTS... 
vue aceane vests oF cuties WRITE FOR FREE FOLDER TODAY 


(pe ce eee ee ee es ee cen rs ee ee ene ee ee ce ee ee ee ng 
] SELECT-O-PHONE DIVISION, Dept. 10-A 

Kellogg Switchboard and Supply Company 
Sales Offices: 79 West Monroe Street, Chicago 3, Illinois 
Yes—Show us how SELECT-O-PHONE will relieve our switchboard 
and sove us time, steps and money! 


i 
I 
I 
NAME ! 
I 
! 
i 
8 


Mewoce.;,.. 


| 
| 
A Division of International i 
Telephone and Telegraph i 
| 
I 
8 





Compony 
Addr 
City. Zone State 


Corporation 
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new improved PORTABLE 





PAPER GATHERING MACHINE 
saves time and expense ; 
anywhere...anytime! 





>» Most companies recognize the 
fatigue and confusion created by the 
task of assembling sales bulletins, 
price lists and other types of dupli- 
cated papers into sets. Yet because 
these operations may be “spread 
out” through many different depart- 
ments, it is often difficult to realize 
that they cause hundreds and thou- 
sands of dollars of needless expense. 


With this light weight compact 
Thomas Table-Top Collator, you 
can put 8 extra helping hands to 
work anywhere there is a paper 
assembling job to do. One operator 

. working easily and comfortably 
gathers completed sets twice as fast 
as by old-fashioned hand assembly 
methods, with verified savings to 
50%. And the Table-Top is accurate 
as well as fast . . . permits a constant 
check on every collated set so that 
blank or misprinted pages don’t slip 
through . . . so simple that anyone 
can operate it. 

For full obligation-free informa- 
tion, write to Dept. B. 


FEATURES 
Light weight and compact—occupies only 
16” x 27” of desk space. 
5 and 8-bin models available. 
. . . . . . . 
Tilted bins and patented Ejectomatic feed — 
assure smooth, dependable operation. 
. . . . . . . 
Hand lever can be located right or left — 
for operator's maximum convenience. 
. . . * . oe . 
No set up time —always ready for use. 
1-year guarantee—maintenance costs 
practically non-existent. 
Takes standard 8Y%2” x 11” or BY2” x 14” 
sheets—optional adjustable trays permit 
handling sheets from 32”x 8” to 812” x14”. 


eeeeeeveeeeveeevee teeeeeeeeeeveeeeeeeeeeeeeeeeeeeeeeeeeeee ee @ 


135 SALES AND SERVICE OFFICES FROM 


22 


: ee ts R ln tors 


Specialists in Paper Gathering 


30 Church St., New York 7, N. Y. 


FREE. Write for Collating Demon- 

stration and/or Collating Analysis 

Sheet .. . shows you how to save 

up to 50%. Also available, free 

bulletins on new Table-Top 

Model, floor models, and high- 
® speed Tandem. 


COAST TO COAST 
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this new system is to speed up the han- 
dling of orders, in our peak season espe- 
cially. It will be expanded during the 
year to give complete information on in 
ventories, sales, postings, and break- 
down’ of sales information in many 
groupings. 

Naturally, some machines such as 
adders, calculators, addressing and fold- 
ing machines, and duplicating equipment 
are not purchased every year. But we 
do not look for any curtailment in usual 
purchases either of machines, equipment 
or supplies—EDITH HARPER, Staff 
Ass’t to Eastern Manager, Scott, Fores- 
man & Co., New York. 


Checkwriter-signer 


My interest has been aroused in the 
new Todd machine which combines check 
writing and checksigning in one opera- 
tion. I understand the machine is a 
small, compact one, replacing the two 
machines which work in conjunction with 
each other. Whether or not we purchase 
this machine is a matter that has not yet 
been decided. We plan to maintain our 
usual level of purchasing in office ma- 
chines, equipment and supplies in 1954. 
RICHARD H. WILLS, Treasurer, Times- 
World Corp., Roanoke, Va. 


Less Equipment; More Supplies 


At this time, we do not contemplate 
installation of any new or special types 
of office equipment in 1954. This year 
we expect to purchase less office ma- 
chinery and equipment than in 1953, but 
as much as in 1952; and more office sup- 
plies than in 1953 or in 1952.—CHARLES 
W. POOL, Treasurer, Piper Aircraft 
Corp., Lock Haven, Pa. 


Cutting Waste of Supplies 


We are at present highly mechanized 
in that we have a very complete IBM 
tabulating department. We are revising 
many of our methods and procedures to 
gain the full benefit of the accounting 
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ESLEECK 
oe hen Papers is 


Reduce 
MAILING 
TYPING 
ee oe oe 
Costs. 


Fidelity 
Onion Skin 


For 


THIN LETTERHEADS 
COPIES 
RECORDS FORMS 


Send For Samples 


ESLEECK 
MANUFACTURING COMPAN) 


Turners Falls, Mass. 





machines. Our company, like all pro 
gressive industries, are economizing 
wherever and whenever possible. We are 
striving to eliminate all waste of office 
supplies and are. stressing good mainte- 
nance 
ment. 


of our office machines and equip- 
Very likely our 
equipment will be 


purchases of 
governed solely by the 
demand created from wear, tear and age. 
At this time, 


for any 


we have no immediate plans 
large purchase of 
ment of any kind.—PAUL 
fice Manager, MeCray 
Kendallville, Ind. 


office equip 
W. GUY, Of 
Refrigerator Co., 


Growing Firm Will Need Equipment 


We do not at this time have any plans 
for new or special types of office equip- 
ment for 1954. However, this is a young 
and growing company and we do expect 
to install new equipment during the year 
1954, 
level of purchasing in office machines and 
equipment. Our supplies 
should be increased as compared to 1953 


We expect to maintain in 1954 our 


purchase of 


5 AN ASPIRIN For 
4 , POINT REFK, / 
ov ygADACHE! 
Ball Point 
Refills 


for retrectable one 
s 


-FOR-ALL. 


REFILLS BY FISHER 


AMAZING 

NEW 
INVENTION 
THAT FITS 
PRACTICALLY ALL 
BALL POINT PENS 


«comme » MU 


1 YOUR: STATIONER 


FISHER PEN MPANY 


FAIR TRADED 
AT 49c 


and 1952 
Textile Insurance Co., 


A. B. WOOD, Ass’t Treasurer, 
High Point, N. C, 


Electric Typewriters, Vari-Typer 
We are 
tional 


contemplating buying addi- 
equipment during the current 
fiscal year 1953-54, such as electric type- 
writers, additional files, possibly a die- 
another Vari-Tyvper, 
HORDEN, Jewish Education 


New York. 


tating machine and 
etc.—J. M. 


Committee of 


Reduce Typing on Tax Forms 


We are considering the installation of 
some form of equipment for the elimina- 
tion of so much typing on income tax 
returns and things of that sort. We have 
not yet decided just what type of equip- 
ment we will use as we are considering 
different methods. We plan to 
maintain in 1954 our usual level of pur 


several 


chase of office machines and supplies. 
A. T. ALLEN CPA, A. T. AHen & Co., 
Raleigh, N. C. 





Labeling's a Pleasure! 





Finding's Made Easy! 





with 
Pressure- ma 
Sensitive 


HANDY NEW LABEL HOLDER 
A Cel-U-Dex Product 
For office, plant and home labeling of Books, 


Binders, Boxes, Bins, Drawers, Shelves, Cabinets, 
Plans, Maps, Albums. 


JUST INSERT 
Your typed, written ~ 
or printed label in “Ss 
Bind-X and rms 

STICK IT ON PNY 
Sticks to metal, it \ 
wood, leather, fiber, a 
paper, glass, plastic, ae | 
cloth, stone. Clear 6” length 
transparent window 


in choice of 8 col- 
ors. Sturdy reinforce- 
ment. Backed with 
latex adhesive. At 
stationers. 
= flange-type 
Bind-X for 
POST BINDERS. 








30c 


Makes 3 usual label 
holders, 1’’ or '/o” face. 
Choice of & colors. 


CEL-U-DEX 
1 Main St. 
Brooklyn 1, N. Y. 
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Hate to disturb your sleep, but .. . 


Even as you read this, some businessman is having 
a rude awakening. An office fire that couldn’t happen 
to him in a fireproof building has happened. 

“safe’’ in the office 
safe are in ashes. The insurance policy he thought 
would protect him fully . . . doesn’t. The peacetul 
sleep he has been enjoying (as you have) is over. 
He’s out of business. Why? 


The business records that were 


Because he never stopped to realize what a fix he’d 
be in without his accounts receivable, accounts pay- 
able, and other records. He didn’t realize that 43 out 
of 100 firms that lose them in a fire never reopen. 


And he didn’t know that a fireproof building simply 


_ 


IF IT’S MOSLER . .. IT'S SAFE 


“ Mosler Saf 


World’s Largest Builders af Safes and Bank Vaults 


ig CUfultiy 
Since 1848 


city 


NAME___ 


walls-in and intensifies a fire. That a safe without 
the Underwriters’ Inc. label 
starts acting as an incinerator above 350° F. 


Laboratories, often 


He also didn’t know that to collect fully on his fire 
insurance, he'd have to “furnish proof of loss within 
60 days’’—something virtually impossible with his 
business records destroyed. 


Is today one day too soon for you to find out how 
little it costs for the world’s best protection—with a 
Mosler ‘‘A’’ Label Record Safe? Consult classified 
telephone directory for name of the Mosler dealer 
in your city, or mail the coupon now for free in- 
formative material. 


The Mosler Safe Company, Dep't 0-1 
32nd Street and Fifth Ave., New York 1, N. Y 


Please send me (check one or both) : 
(] Illustrated catalog, describing the new series of 
Mosler Kecord Safes. 
™] Free Mosler Fire “*DANGERater,”’ which will in 
dicate my fire risk in 30 seconds 


POSITION 


FIRM NAME 


ADDRESS F 


Sa i 





Ayah vayf 4 
M/MMA Mob ty 


lin 


OfiK ¢ OY HMITY 
ur_ original founders insisted from the 
very beginning that trading down to competitive 
levels was putting the cart before the horse. 
. y Make intrinsically superior products and watch them 


find their own markets — was their idea, and still is SYMINYM 0 / 


our idea. We put first things first. 4 


highest Quall Wy 


Prnamaseaven Ribbons and Carbons 
are blueprinted and manufactured by skilled 
technicians cleaving to a careful formula — 
no guesswork, no mass-production conces- 
sions, no deviations from our time-honored 
custom ... Quality First! Thus do PANAMA- 
BEAVER materials hold the favor of execu- 
tives, secretaries and purchasing agents 
who measure economy by results! 





PANAMA-BEA VER 
Wud 


“MMO 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


CARBON PAPERS f HECTOGRAPH UNI-MASTERS INKED RIBBONS 


Putting 


things first 
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h 
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VISOMATIC 
MARGIN 


went 17 


Visomatic Margin 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 
margins spring into place au- 
tomatically. Stop indicators on 
. -to-read scale show exact 
position. Permits neater letter 
appearance. 


New Line Space Mechanism 


Line spacing as simple as 1-2- 
3. Change from single to double 
to triple space with instant 


adjustment. 


Full-View Tab Control Panel 


y-to-reach tab set and tab 

keys are at your finger- 

tips. You can clear all or any 
selected tabs at one touch. 





isOmalic_ 
TYPEWRITER 








More Value, More Advanced 
Features, More Typing Ease 


Feature for feature, the All-New R. C. Allen VisOmatic gives 
you more than ever before... more output... more typing ease 


... More efficiency. And this highly versatile deluxe machine 


costs no more than ordinary standard typewriters. Try the 
All-New R,. C. Allen VisOmatic typewriter first 
quickly it proves itself in your office. The beautiful Mist Gray 


See how 


color styling harmonizes with every office color scheme. 


In less than ten seconds you can 
change from the standard platen to a 
platen for stencil cutting, or to one 
for making multiple-copy manifests, 
or for any other specialized job. A 
touch of your hand on the release 
lever and out comes the cylinder .. . 
in seconds! No inky fingers, no lost 
time, no complicated procedure. And 
the new platen snaps into position 
just as fast. Thi 
peeding feature the Quick-Switeh 
Platen — is found only on R, C, Allen 
VisOmatic Typewriters. 


QUICK-SWITCH PLATEN 


ensational, work 


Write for full details in colorful FREE literature today! 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Mich. 


FOR OVER 100 YEARS 


“ PSfalionals save us $50, 000 a year. i 


repay their cost every 8 months!” 


—ROBERT A. JOHNSTON CO., Milwaukee 
Fine candies, biscuits and chocolate’' 
“Our National Accounting Machines save us over $50,000 a moneemions as the 9 “ type of 
me SERS ae lle ane : 7: business, National machines cut 
year, repaying their purchase price every eight months... a costs by doing up to % of the work 
150% annual return on our investment. We have been a lead- automatically. They soon pay for 
ing producer of candies, biscuits and chocolates for over 100 cometens out of the money —_ 
ri Rohs: rear at "BE PATER : ae 4 . save, then continue savings as yearly 
years (and are the world’s largest manufacturer of hot fudge) profit. Operators are happier be- 
This indicates the volume and variety of our accounting work. cause their work is made easier. 
“uy Inei . Your nearby National representative 
. . - 4 / en ae » Acc day. 

We use Nationals on Accounts Receivable, Accounts Pay will gladly show how much you can 
able, Payroll Labor Distribution, Sales Distribution and Anal- save with Nationals adapted to your 
ysis, General Ledger and other accounting jobs. National’s ¢eds. Call him today! 
remarkable adaptability to all types of accounting—and the 
ease of training opera- 


tors—are also factors r 
of great value to us.” 4 I M ¢ ; 

ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, pDaYTon 9, OH10 ~ 


a tin he ai 


*TRADE MARK AEG V.B. PAT. OFF. 


President 
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your ’ 
uplicat” 


EQUIPMENT 


PAPER DRILLS: 


For standard run of loose- 
leaf work. Also adapt- 
able for variety of 
novelty jobs. 9 styles 
available — hand, 
foot, power models. 


PRESSES: 
Always a sharp 
clean impression; 
easy Operation. 
Full selection of 5 
styles — 5 sizes. 


Mail coupon for specific information 
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rin 
g faciliries 


YOU NEED THIS 


Challenge 


PAPER CUTTERS: 


11 models — 7 sizes ... from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


TRADE-MARK (®) 


dealers in all principal cities 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


Send details as checked below: 


[] Paper Cutters [] Paper Drills 
Proof Presses [| Paper Punches 


Full Address 





NOW... in one compact unit! 


copies anything in seconds! 





H This newest development in photocopy machines, now available in one 
SIMp e compact unit, 1612” x 2342” overall, with only one knob to turn, can be 
operated easily by any girl in your office. 


handsome Glossy black with white trim — looks well anywhere. 
| 


accurate No matter how fine the detail, or what the colors, if you can see it in the 
original you will see it in the photocopy. 


4 Produces exact, letter-perfect copies up to 14” wide — whether the original 
versati e is single or double sided, opaque or translucent, white or colored. Photo- 
rapid’s legally accepted copies are ready for instant use, eliminating costly 
typing, hand copying and checking —or costly outside copying. With 
Photorapid you can make single side copies, double side (to reduce filing 
space), transparent copies for use as masters with diazo or blueprints, 
tissue copies for air mail — all at an unbelievably low cost. Also two-part 
models for copying from books without removing or injuring pages. 


fast In seconds your finished, perfect copy is ready. 


uni ue hii Closed tight when not in use — solution keeps longer. 
Non-metallic construction prevents corrosion. 


Write For Details, Dept. O-! 
tt 105 CHAMBERS ST.* NEW YORK 7, N. Y.*B4 7-4150 
— 


Carbon Papers « Inked Ribbons ¢ Duplicating Supplies and Equipment 


“Devoted to the art of improving impressions” 


Tue Orrice—January, 1954 





oe ac at EE 





+ . . } . 
f for not using 4 Dictaphone machine 


the VIL 


DICTAPHONE TIME-MASTER D 


EFFECTIVE IMMEDIATELY: theres only one reaso 


4j 














af 
/ 
ff A personal message to every busy man who 
wants to get the best out of himself 


*If you never have to get your tually help you to think better, commu- 


thoughts on paper at all—you don’t nicate better, get more done in less time. 
need any dictating machine. Perhaps more than people in busi- 

BUT if it’s vital for you to get across ness realize, men are measured by 
the very best that’s in you—you need how they communicate. Your success 
the Dictaphone TIME-MASTER depends on effective communication. 
This latest, lightest, finest model of Try the TIME-MASTER 


the revolutionary TIME-MASTER can ac- your office. No obligation. 


DICTAPHONE CORPORATION, Dept. 1 14 # 


DICTAPHONE soso diet 


[C1] SUCCESS, a free, 12-page illustrated booklet. 


(1) A TIME-MASTER demonstration with no 
obligation. 


makers of the TIME-MASTER 
America's #1 Dictating machine 


Name 








CLIP THE COUPON 
NOW! ——pe 





Street 





i 
5 Company 
y 
a 


City & Zone 
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Pr a Sea 


4 New Tax Saving Record Books 


designed by J. K. Lasser 


————| SK Laas, 


For Medium 
Size Businesses 


“BUSINESS AND 
TAX RECORD” 


A complete bookkeep- 
ing set-up plus expert 
help and proof to sub- 
stantiate tax deduc- 
tions. 


@ General Business 
Record @ 9 detachable 
summary forms to at- 
tach to tax return @ A 
14-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
32-page 1954 tax fact 
Supplement plus filled- 


in sample 
forms. $5-95 


See your National Dealer or mail this coupon Today! 








For Business 
Executives 


“INDIVIDUAL INCOME 
AND TAX RECORD” 


Helps lower personal 
taxes by providing 
unique record keeping 
forms. 


Also provides needed 
proof for Internal Rev- 
enue Service  inspec- 
tion. In addition: 


@ Schedules on detach- 
able sheets to be at- 
tached to tax return 
@ A 10-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
16-page 1954 tax fact 
Supplement plus filled- 


in sample 
forms. $598 





For Small 
Business 


“PAYROLL AND 
EMPLOYEE 
TAX RECORD” 


@ Complete 52-weeks 
records for 40 employees 
@ Weekly summary of 
employees pay and in- 
dividual records both 
visible at same time 
@ Flap out for monthly 
payroll summary 

@ Individual records 
loose-leafed. Weekly 
payroll forms wire 
bound @ A tax saving 
Manual by J. K. Lasser 
giving facts on payroll 
taxes, deduction tables, 
government report 
filing instruc- 

tions. $7.95 





For Daily Record 
of Tax Deductible 
Expenses 


“TAX DIARY 
AND APPOINTMENT 
BOOK” 


A beautifully bound 
gold stamped appoint- 
ment calendar plus a 
complete checklist of 
possible business ex- 
pense deductions with 
space for names, place, 
amount, ete. In addi- 
tion: 

@ A concise text show- 
ing how to get maxi- 
mum allowable deduc- 
tions — what home 
costs are deductible, 
best way to handle 
travel and auto ex- 
pense, what can be 
deducted by salaried 
employee or self-em- 
ployed professional etc. 
@ Section for deduct- 
ible personal $5.95 
expenses. 5 


SPSSS SSS SSS SSS SSeS STS S SSS sees eeeenneeeseeaneseaas 


charges 


peeuaanaeeseeeeeeeeeee 


32 


SAVE POSTAGE AND C.O.D. CHARGES. 





NATIONAL BLANK BOOK CO., Holyoke, Mass., Dept. H 


Please send me J. K. Lasser’s 

(_] “Business and Tax Record” 

(_] “individual income and Tax Record” 

(_] “Payroll and Employee Tax Record” 

(_) “Tax Diary and Appointment Book” 

I will pay postman plus C.O.D. 


Name 


City 


State 


If you enclose payment with this coupon WE will 


prepay all postage charges. 


b 
a 
t 
~ 
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hy wey you tigure— 
sian ite Morchant/ 


Whatever your figurework 
requirements, there’s a Marchant 
exactly suited to your needs... 

at a price soon repaid in 
greater work output. 


7 7 
Les Simple! 
Operating a Marchant 
is as simple as child’s- 
play. With a little 
practice, anyone in 
your office can 
become an efficient 
operator. 


Marchant’s quiet, 

smooth-running dial 

design gives you , 

calculating speed up Lté @G Buyy/ 
to twice that of other 

calculators. Dollar for dollar, 
Marchant gives you 
more time-saving, 

‘ built-in automatic 
There's a Marchant Man nearby. He's ready to features with 
prove—by a free trial on your own work —that guaranteed accuracy 


Marchant's your answer...any way you figure! control. 


MARCHANT a. 





Just mail this coupon with your business 
letterhead to get your free... 
GUIDE TO MODERN 
FIGURING METHODS. . 
ILLUSTRATED BOOKLET ABOUT 
MARCHANT CALCULATORS 


MARCHANT CALCULATORS, INC. 
OAKLAND &, CALIFORNIA 9) 


) 
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And why shouldn’t she be happy—her office has 


gone “Victor Visible” exclusively. 


No more thumbing through endless stacks of file 
cards that frequently get misplaced. No more strug- 
gling with inefficient records and systems that con- 
sume both time and temper. 

Now, she depends on Victor Sectional Visible to 
flash needed information instantly via special signals 
set in the visible margins. And as her records in- 
crease, she merely adds a single-slide section to the 
sectional file. This exclusive “add-as-you-need-’em” 
Victor feature keeps her records constantly up-to- 
date and helps her boss cut costs, too. 

Visit your Victor Dealer today. See the many 
time-saving features of Victor Sectional Visible. 
And don’t miss the compact, portable means of 
record-keeping—the low-cost Victor Book Visible. 
It’s record efficiency on the go! 





THE VICTOR SAFE AND EQUIPMENT COMPANY 





North Tonawanda 


THe Orrice 


New York 


January, 1954 





Now...1BM ELECTRIC FORMSWRITER HAS 


NEW PIN FEED PLATEN 


giving you both extra carbon economy 
and accurate registration of forms 














Here is great news for every user of multiple- 
copy continuous forms! IBM’s new Pin Feed Lift 
Platen enables you to use marginally-punched 
continuous forms, assuring accurate alignment 
from line to line and set to set, while enjoying 
the speed and carbon paper savings of the IBM 
Electric Formswriter. 














INTERNATIONAL BUSINESS MACHINES + 590 MADISON AVENUE, NEW YORK 22, N. Y. 
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Dor Guer 20 Yeuvs lhe Coun ng 
Gland Hampi Slonetl Duplicator 


ELIMINATES SHIPPING LABELS! 
PRINTS DIRECT ON CARTONS, 
BOXES, PACKAGES 


Quick! Accurate! Easy! Now print shipping 

form and identification data directly on con- 

tainer in one operation. FORM-CUT stencil ; ~ + 
has facsimile of your label or shipping form AMERICAN AIRLINES « 
die-impressed into the stencil. Get 1,000 or SPEEDS AIR FREIGHT 
more clear, sharp impression from one stencil 

without re-inking. 


ADDRESSES SHIPPING TAGS 
AND LABELS! PRINTS POST- 
CARDS, FORMS, MENUS, 
BULLETINS 


Just type, write, trace or draw cn inexpensive PACKAGE MARKING 


° ° ° . th “‘F -Cut”’ i 
stencil . . . snap it on duplicator and print— a 


like using a rubber stamp. Made of non- 
corrosive metal to last indefinitely . . no mov- 
ing parts to wear or repair . . has low-cost 


replacement ink pads. 


THE QRIGINAL HAND STAMP STENCIL DUPLICATOR 











MANUFACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 





There is a size for every duplicating need. § complete outfits, $9.50 to $99.50 f.o b. factory. 
Write for descriptive literature or see your Office or Shipping Room Supply Dealer. 


WRITE FOR LITERATURE AND FREE SAMPLE FORM-CUT® STENCIL AND PRINT 
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WHY WASTE OFFICE TIME? 
KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


You cur fea ; YOU 
YOUR . — Jn SAVE ON 

COLLATING THE 

TIME 


¥ 


costs =<} \ 


i 
¥ 
, oe a = 
ao 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
KEE OX, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export, write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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Hlean Write 


STENCIL 
The New Shade of Emerald 


GREEN 


that can't be matched! 


Nothing can 
touch it for 
non-glare 
ond perfect 
visibility 


FRANKEL MANUFACTURING CO. 
285 Rio Grande Bivd., Denver, Colorado, U.S.A. 
Please rush samples of your new Emerald Green stencil. 


Name 





State 





Street address 





a 


Frankel 
Manufacturing Co. 


ESTABLISHED 1906 


45 years of 
’ manufacturing know-how 


The Home of the Crystal Stencil — 
The Original Film Stencil Since 1930 


DENVER, COLORADO 


- In New York City, contact 


CRYSTAL COPY CORPORATION 
23 West 23rd Street 
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no more *ffi with 


ADDO-X 


thanks to the new STEP-O-MATIC 


MULTIPLIER LEVER 


Elimination of *Finger Fatigue is only one ADDO-X is blazing new success trails 

of the many exclusive plus °F its dealers with its symmetric 
keyboard ... precision built mech- 
anism and error proof design, plus 
an advertising campaign designed 
success of this new ADDO-X with 4, pre-sell ADDO-X to top manage- 
the STEP-O-MATIC MULTIPLIER ment, in leading trade and 


LEVER that speeds up multiplication. business publications. 
Wee for new deccnjpiive ldbrattne Today / 
ADDO macuine co,, Inc. 


145 WEST 57th STREET, NEW.YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U.S. Distributors; Addo-X Adding Machines 
Multo Calculators —Roneo Mimeo Machines 


features that really sells your cus- 


tomers ... explains the phenominal 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of abserb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


SCHWEITZER, 


J. 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 


Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


INC. 
Address Inquiries to Elizabeth, N. J. 


THE UNITED STATES 
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to clinch the complete sale 


reception room 


{atid bg 


” conference room 
— ; 4 
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FINEST FIT ANYWHERE: Yes, 
MILWAUKEE METAL-LUX dealers 
are selling the complete business 
installation—because METAL- 
LUX has a superior chair for 
every application. The line is a 
solid selling success— moving by 
the thousands—on the sheer 
merit of clean, modern appear- 
ance, superlative comtort and 
construction—and obvious 
good value. Your metal chair 
sales will show a definite boost 
when you stock and display 
METAL-LUX——you'll clinch the 
complete sale on new installations 

and once you get a few num- 
bers into old installations, you'll 
convert them to METAL-LUX 
throughout. If you haven't yet 
shared in METAL-LUx profits, 
get the full details today 


MILWAUKEE METAL FURNITURE COMPANY « 101 W. CAMPBELL AVE., CHICAGO 12, ILL. 


4) 





Let us tell you about 
‘Your Operation 


fs ee 
be 


We don't pretend to know everything about the stationery busi- 
ness, but we do see quite a bit of the carbon paper end. So we 


: CAN CUT hazard this guess: 


Though you do pretty well with carbon paper, you've got 
a feeling you could do lots better —if you didn’t have to carry 
all that inventory. All those brands, all those weights, all those 
“writes’— more of everything than you can keep up with! 


And let us tell you more about your operation. All the com- 
plications that go with the kind you may have “always bought” 
make it tough for your sales staff to sell carbon paper. And result 
in plenty of customer-fussing, store-hopping, and time-consum- 
ing follow-up calls. 

* Flagship is curl-proof, For all that there’s now a cure. Flagship — the revolutionary 
not just curl-resistont new line with the patented metallic back —has created a whole 

© logship’s metallic beck new concept of carbon paper merchandising. Because of its 
guseie exten wenn, cunier special construction, Flagship has working, handling and last- 
handling ing qualities that delight everyone who tries it. And a versatility 

* Flagship makes shorp, that permits you to fill every customer need — with perhaps half 
permanent copies the stock you're carrying now! 


° Flagship allows smudge- Sound like something you'd like to know all about? You bet! 
less erasures The lower-inventory, richer-profit Flagship line is sold only 
through protected dealerships. For the whole story, and to find 

out if there’s room for you aboard, put a letter in the mail today. 


CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: 165 Duane Street, New York 13 


Western Office & Warehouse: 3404 So. Main, Los Angeles 7 
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**Easy View’ curved 
window shows each 
amount rung up. 


New ribbon printing me- 
chanism provides single 
and le cash receipts: 
one for your customer, 
one for your records. 


**Greased Lightning"’ 
push button operation 
with keys scientifically 
» | ig A and i‘. ed 
for minimum finger and 
eye fatigue. 





A masterpiece of stream- 
lined design with gleam- 
ing enamel finish, 
chrome plated rust-re- 
sistant trim. 


THE REGNA 

1S THE MOST 
Here at last is the all-purpose BEAUTIFULLY DESIGNED 
machine specifically designed for 
those small and average-size merc!.ants CASH REGISTER TODAY! 
who comprise the bulk of your volume market! 
A machine so versatile, so magnificently engineered and designed, it's destined to folly up the 
biggest sales record in your experience! Exaggeration? Just compare Regna feature for feature, 
price for price with any other similar machine on the market today. You'll be convinced that 
with Regna you have the trump card, the shot-in-the-arm your business needs! 


Nationally advertised to millions of retailers in every field... 
fully backed with dealer promotional material. Easy 
time-payment plan for your customers. ACTS ABO UT REGNA 


Regna Cash Registers, Inc. 
175 Fifth Avenue New York 10, N. Y. 


F 
GET ALL THE 
FILL IN © 


Gentlemen: 
Please rush more information on the new Regna and tell me 
how | can become a Regna dealer. 











Address_ 
City. Lone. State. 








| 
| 
| 
ae | 
| 
ad 
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OFFICE 
MACHINE 
STANDS : 


from 


$3450 


GENERAL SPECIFICATIONS: 


fit 


Frame 24'2 





wide, 17%” deep, sim- 
ple elevating device. 3’ diameter 


casters. 1” steel tubing. When in 





| 
rolling position, distance between | 
casters 25%" depth x 19%” width. | 
Top 18x18”. Drop leaf attachable | 
either side 16x18”. 


thihphinen cheated oc. oc 


0 —— 


Adjustable Ball Foot as- 
sures stability on uneven 
Shown with the IBM (20” corrioge) ” floor 
ELECTRIC TYPEWRITER : 








GENERAL FEATURES 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
alol Medi olaeli-mmm O1ge) oN (-rehmelel-t Melati lately excess of typical machines. Life time 
Tle lM ob 4a) oli lelslel Me) s\-ieeliolamaeluliol am oladlacmelelgelalicts 


TUBULAR SPECIALTY MFG. CO.. 


1940 Stanley Avenue Detroit 8, Michigan | 


) 


_ ee 








Your competition is cutting costs 


with 








® You find Fridens everywhere in 
business. Because the Friden per- 
forms more steps in figure-work 
without operator decisions than any 
other calculating machine ever 
developed. Each automatic Friden 
decision reduces business overhead 
costs by saving human time. It’s 
likely your business can’t afford 


THE THINKING 
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MACHINE 


7] (| 7 A figure-thinking 


NOT to own a Friden, See what 
you think when you see the Friden 
figure-think. Call in your nearby 
Friden Man and watch a demon- 
stration! Friden sales, instruction 
and service available throughout 
the U.S. and the world. FRIDEN CAL- 
CULATING MACHINE CO., INC., San 
Leandro, California. 


it takes work 
out of all business 
figure-work 


OF AMERICAN BUSINESS 
© Friden Calculating Machine Co., Inc. 





ROSE know-how’ 


makes a world of J//FERENVG 


Really scientific achievement is considered 
accomplished only after timeless research 

and indefatigable testing. ROSE 
Products are produced that way! Labora- 
tory tested ... proven . . . dependable. 
Rose Products are dependable because 
they rank highest in performance and 





satisfaction. 


Specialists in the manufacture of: 


MASTER UNITS (Plain and Printed) 
SPIRIT CARBONS 

HECTOGRAPH CARBONS 
Hektowriter Rolls 

Also Duplicating Fluid and Hand 











RO\SE Re 


General Offices and Factory...Harrison, N. J. 
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This 


apne 
Revolutonsze 


I ‘ambi TON 
Is The Combinals le 7 
| R ecord-Keeples 


Your 


That Will 


Records are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 
sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets. It assures security, availability, 
system, proper sequence. It saves time, 
temper and money. 


Acco-binding can be used in every de- 
partment of your business—for temporary 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that “ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Litd., Toronto. 
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The Olivetti Fully Automatic Print- 
ing Calculator offers these important 
advantages: a permanent record of 
all calculations and results on the 
printed tape; the features of a fully 
automatic calculator combined with 


high-speed, high-capacity adding, 


subtracting and listing; automatic 
credit balance and combined-opera- 
tions features; no specialized opera- 
tors required. These, plus versatility 
and trouble-free dependability, make 
it a profitable investment for most 
large and small businesses. 


Since its founding in 1908, Olivetti 
has become Europe's largest manu- 
facturer of office machinery, with 
plants in Italy, Spain, Scotland, 
Argentina and South Africa. Nou 
420 dealers in the United States 
serve more than 7,500 businesses 
using the Olivetti Fully Automatic 
Calculating Machine. For informa- 
tion on Olivetti products available in 
the U. S., and demonstration on 
your own figure work, write to the 
Olivetti Corporation of America, 
Department AQ 580 Fifth Avenue, 
New York 36, N. Y. 
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FEWER Filing Errors . . . 
Less Fatigue... 
with ROL-DEX* by Watson! 


established 1887 








ROL-DEX installation in the office of People's Gas, Light and Coke Co., Chicago, III. 


At the flick of a finger, ROL-DEX records glide swiftly to the seated 
operator. Records are at desk height, easy to find. Record keeping is 
up to 55% faster than with ordinary filing equipment, yet ROL-DEX’ 
ease of operation results in far less errors. Inquire—now! 


NO 
WALKING 


WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. 0-10 
NO Jamestown, New York 


STOOPING Please send me information about ROL-DEX record units. 
Company 


Name F Title 
NO ‘ Street 
SQUATTING e 


Zone 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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RAPID ROLLER CO. 


FEDERAL AT 26TH CHICAGO 16, ILL. 
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H. M. STORMS COMPANY 


BRO 


OFFICE 


o 


Mr Dealer’ 


our heart 
belongs to , 


YOu » 


MANUFACTURERS OF 
THE COMPLETE LINE . 


STORMS BUILDING 
OKLYN 38, NEW YORK 


January, 1954 


ee 


THAT STANDS THE TEST OF TIME 


/ 


- 
“ae as oad gs 
Mr. Dealer ... you are our first considera- 
tion ... we cater to your needs by supply- 
ing you with YOUR OWN BRAND of Carbon 


Paper, Inked Ribbons and Carbonized Rolls. 


And here’s how YOU benefit .. . STORMS 
furnishes the packaging and imprinting of 
these items with YOUR OWN BRAND NAME 

. so that you can successfully compete 
with other brands. In this way YOU control 
the distribution, sale and repeat sale of these 
items. 


STORMS produces the finest grade merchan- 
dise, based on experience of over half a cen- 
tury ... and is equipped to furnish you with 
a complete line of Carbon Paper. Inked Rib- 
bons and Carbonized Rolls. 


Dealers all over the country are now success- 
fully using the STORMS PRIVATE BRAND 
PROGRAM. It will pay you to investigate 
this plan today. Please use the coupon for 
complete details . . . or write on your letter- 
head to Department 01. 


H. M. STORMS COMPANY 
Storms Building, Brooklyn 38, N. Y. 


Gentlemen 
We ere interested in the STORMS PRIVATE BRAND PROGRAM 
Please send us complete information end somples 





Compeny Nome 
Address 
City 














Announcing the 
Sengbusch “Butld-Up” 
Horizontal Desk Tra 


A yew presision-made 
Auk. organiser 


that BUILDS etre pals 
Oud protita 


fou you 


Lower flanges of top tray (No. 1) 
interlock in slots (No. 2) of bottom 
tray. 


Here’s another profit-booster from Sengbusch. 
This new horizontal desk tray builds up in 
stacks of two, three, or more — fits individual 
desk requirements exactly. Because it's 

made from precision dies, trays interlock or 
separate easily and quickly — no 

fumbling. And look at the other features of 
this new desk organizer: 


@ Heavy-gage steel construction. 
@ Identification-label holders at ends of cach tray. 


® Durable baked-enamel finish — green, 
gray, or brown. 


®@ Available in legal or letter size. 


®@ Rubber feet prevent marring—anchor tray 
firmly to desk, 


Stock up now. Sell this new “Build-up” 

desk tray for extra profits and increased 
customer satisfaction. Write for blotter No. 95, 
with your imprint, without charge — and 
catalog form 195-53 for your salesmen. 


SELF-CLOSING INKSTAND CoO. 


1254 Sengbusch Building © Milwaukee 3, Wisconsin 
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Increase Your Profit Margin 
with MONROE 


Now, more than ever before, the dealer is called upon 
to meet the complete business machine needs of his cus- 
tomers. That is why Monroe, with its rotary calculator, 
its full keyboard adding machine, and its new 10-key 
adding machine exactly answers the requirements 

of the progressive dealer who wants a broad 

line of pupular figuring machines. Why don’t 

you play the market safe, and sure, and 


MONROE CALELATORS ttaad cat profitable with Monroe? Just fill 


electric; 7, 8, and 10 column keyboords 
and up to 20 places in answer dials. 


FULL KEYBOARD ADDING MACHINES Hond 
ond electric; with or without credit balonce; up to 
11 column totaling copacity; wide corriage models. 


ee ee oe ee ee 


Monroe Calculati Machi c 


9 pany, Inc 


nec. 
Dealer Sales Division, 555 Mitchell Street, Orange, N. J. 








All right! Send information about the complete line of Monroe 
mochines and their profit-making possibilities 


NAME 


10-KEY ADDING MACHINES Hoand-electric and elec- 
tric models; 11 listing 12 totaling; with direct subtraction 
ond credit balance; also wide carriage models. 


MONROE CALCULATING MACHINE CO., INC. 
Dealer Sales Division, Orange, N. J. 


STREET 


oe ot an a Gn Gn as ay 


city STATE 


i 

i 

H 

ee : } 

by ’ - ‘i ie ! 
i 

i 

I 

= | 


Leos emwma nee ee awe ema 
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YOUR OFFICE MACHINES... AT WORK OR AT REST... 


are SAFE on 
TIFFANY STANDS 


Feature after feature give Tiffany Stands 
strength and sturdiness not found in any 
other office machine stand. 





The deburred-edge angle and chan- 

nel steel construction is reinforced 

by ten welded corner braces. Heavy 

metal foot castings cover the retract- | MODEL 
able casters forming a solid base. *S.BILLER” 
Tiffany Stands are practically im- 

possible to knock over accidentally 

. . . costly office machines are SAFE 

with Tiffany. 


Titfany_Y 


7350 FORSYTH | Stand Co. . “gy? 


ST. LOUIS 5, MO. Ge 
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Gares ares 

MERCURY STAPLERS © PERFORATOR 

MODEL C STAPLER y, Wide range of models for Easiest action, large waste 

Makes its own staples. ¢ every requirement. —& container. Compact, economical. 
One loading—5000 staples 


apie Os 


BATES STAPLE 

REMOVER AND PUNCH 
Instantly removes any staple. 
Punches a hole up to 

@ thickness of 

eight pieces of poper. 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 


QUALITY TYPEWRITER RIBBONS 


r 








U 


Vy 





r™ 








. 





KT, 


NL 





21 WEST STREET, NEW YORK 6, N. Y. 





TELEPHONE HANOVER 2-5425 
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famenr CALCULATORS 


Available in various models offering: 
SHORT-CUT MULTIPLICATION 
AUTOMATIC DIVISION 
MULTIPLICATION OF QUOTIENTS 
BACK-TRANSFER 


Electric models equipped with universal motors, 
adjustable for all voltages and frequencies. 


Minimum of mechanical service. 


Latest development: 


hamann 300 


with simplified key-boatod. 


HAMANN catcutatinG MACHINE CO. 


2118 LAND TITLE BUILDING, PHILADELPHIA: 10, PA. 


@ dealers wanted where not yet represented © 
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now! DIRECT RECORD 
COMMUNICATION with 


Transmits facsimile data 
instantly... 


exniBiT OF MARE T= 
Books Opens Today 
PRAY AERA RT GENS 7 
ohare ition Faves 
ak OED 0 EPS 48 





anywhere... 
without costly 


re-copying! 








how, o ta Yad) hae 


It's Science’s newest communication miracle! 
FAXCOA electronically scans and transmits any- 
thing typed, written or drawn to any number 
of points, near or far, over wire or radio, dupli- 
cates any business report on the spot without 
intermediate steps. Error-proof, since FAXCOA 
duplicates electronically — directly from the 
original! 
SPEEDS PRODUCTION . . . CUTS COMMUNICA- 
TION COSTS .. . frees personnel for other work! 
FAXCOA eliminates slow manual operations .. . 
needs no skilled operator. Fully automatic the 
moment control is set. FAXCOA cuts personnel 
and messenger service costs . . . gets information 
where it's needed, when it's needed! 

listributor: 


hips still 


WINCHESTER INDUSTRIES, INC. 


36 River Edge Road, River Edge, 


98 


New Jersey 


A 3-WAY 
WONDER! 
FAXCOA 
foto $ 0M of = 
used as 


1) an intercom 

syste be 

tween various 

points ina 

single plant for 

speedy, accur 
ate production and inven 
Ko) @'mmorey oto ce) 


2) a communication sys 
tem between headquar 
ters and branch offices, 
ware ~ ises and_ stores, 

ng on a 
microwave circult 


wire oF 


ple office dupli 


3) a sim 
cator 

YOU'LL WANT MORE IN 
FORMATION ON THIS 
IO 0: WAG Ome bon Mm Orn | 
MUNICATION SYSTEM 
(Ral tcame (olan olbvitclibolmephatete| 


{ ave ta | wre fodayv 
Mudi DF liars foday 
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Produces finished reproduction copy for 


for any duplicating method! 


+ seein one easy operation! 


Your own office typist will produce attractive, professional- 
looking forms in your own office. Push-button control for any 
kind of ruled line...up, down and across. Automatic alignment, 
evened margins right and left, cleanly fitted joints, automatically 
centered type captions. Vari-Typer Composomatic also produces 
printer’s style text for printed matter. Hundreds of instantly 
changeable type faces and sizes available. 


SCOTCH RULE 
CEE 

— 
S Use & 





VERTICAL 


16 $ 
a” (EX} 
ae: age 


P| $7 
TYPE, TOO 





_pevmespnmaadaaneeensisen 


ALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. 


Please send me Vari-Typer Booklet 331. 


Aas nce emma tan beanies 


COMPOSOMATIC MODEL 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


SO: Coeeie= 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


CUSTOM 
ADDING 
MACHINE 


Revolutionary Design R Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 





Company Name 





34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


Address . 
EER eee a 





._- State 





2 PD SP GD SP OP OP EP OP OP OD OP OF OS OS OS SO OSS SOS OBO BBV HS22Sl22224 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-154 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


i 
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Me * a machine that 


TT’ ae it 


SEP -2 1953 


ryan L2322 5 


sas 
*\ 


4 ars | «4x0 


in one Operation 


4217's 7” — 
° 


It’s the new Todd Disburser. from alteration not only of amount 


It dates—signs—protects your and signature but of date, too. With 
company checks in one fast, efficient it, check issuance is rigidly con- 
operation. trolled every step of the way from 

It's the only portable machine of — blank check to cancelled check. 
its kind in the office equipment field. Get all the facts about the new 

The new Todd Disburser is Todd Disburser...the machine that 
smaller and lighter than a type- saves employee time...cuts down 
writer. Its cost—spread over the life overhead...does away with manual 
of the machine—is only 14¢ a day, signing of checks and completely 
yet it protects your company checks _ protects company funds. 


THE TODD COMPANY, Inc., Dept. O, 
Rochester 3, N. Y. 


Please have your representative telephone me 


for an appointment. 


Name of firm 


| 
| 
| 
| 
| 
| COMPANY, INC. 
Cit Zone ti 
‘on Todd 
| Telephone & 
| ROCHESTER NEW YORK 
| 
= 


SALES OFFICES IN ” @ PRINCIPAL CITIES 
DISTRIBUTORS THROUGHOUT THE WORLD 
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MORE THAN 80% 
we 


Grummon Aircraft Engineering Corporation shifted 
production parts orders from a manual typing operation 
to a punched card tabulator system printing directly on 
continuous Colitho offset duplicating plates. A work 
load two-and-one-half times greater than wartime peak 
is now being handled with a staff increase of only 20%. 
Lag time has been cut from six months to one month! 

A tabulator work day of 16 hours means rush! Colitho 
plates stand up to this kind of schedule. They're easy to 
prepare—give good, legible copies right from the start 
and deliver uniform reproduction—sharp and clean! 

This case history demonstrates the economy and ef- 
ficiency that countless businesses now enjoy through 
the use of Colitho plates. We have a collection of these 
factual stories which you will find packed with valuable 

deas. May \’e send them to you? Use the coupon and 


eee Weg Yl! | ceceive your copy of the Colitho Idea File promptly. 


Jet Firth’: 


eee ee ee oe 
THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG., CO.), Inc. 
601 Herb Hill Road, Glen Cove, N. Y. 


Okay, rush the Colitho idea File. 





Name 





Company 
Address 
City State 
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THE PHRASE FINDER compiled by J. I. Rodale 
and Edward J. Fluck. Rodale Press, Emmaus, 
Pa., pp. 1325, $5.95. 


This volume combines three books: 
Name-Word Finder, Metaphor Finder 
and Sophisticated Synonym Finder. All 
and 


large, 


indexed cross-ref- 
erenced, and printed in 
type. Designed for writers and 
speakers, the Name-Word Finder pro- 
vides a selection of nouns, adjectives 
and verbs to illustrate or deseribe 
subject. The Metaphor Finder supplies 
picturesque phrases which best define a 
subject. The Sophisticated Synonym 
Finder contains witty expressions which 
can be used to give a subject more vivid 
presentation. Actually the volume is a 
functional thesaurus which can 
help even non-professionals to speak or 
write in a_ stronger, 


are alphabetized, 
easy-to- 
read 


each 


modern, 
more interesting 
included a dietion 
ary of names with biographical explana 
tions, 


style. There is also 


BARGAINING ON PRODUCTIVITY—A MANAGE. 
VENT GUIDE by Fred Rudge. Bureau of Na- 
tional Affairs, Washington, D.C., pp. 146, $5.75. 


A guide for managements dealing with 
that have outgrown the strike- 
violence and name-calling stage. It shows 
how to construct a productivity 
should be of interest 
firms not dealing with unions on 
The author explains labor’s view of 
productivity as it relates to wages and 
evaluates the various yardsticks for 
productivity. He 
‘‘hargaining based on economic 
’? which involves getting the 
agreeing and understanding these 
and educating employees and pub- 


unions 


index 
which even to 


wages. 


measuring believes in 
conse- 
quence, 
facts, 
facets, 
lie, 
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SYSTEMS 


& PROCEDURES 
HOME STUDY COURSE 


High Salaries and the Satisfactions of 
Success are the rewards of those who master 
the techniques of the new Systems Profes- 
sion. Called Systems Analysts, Systems 
icngineers, Management Consultants or 
other titles, these men progress quickly to 
top management and earn top salaries. 
Now, for the first time a comprehensive, 
certificated home-study course in Systems 
and Procedures is offered to you! 

New, Simple, Home Course. 

Lays Foundation for Career. 

Details FREE! Send coupon today. 

Now you can learn to know and use the 
techniques of the Systems profession under 
the guidance of trained, experienced busi- 
ness leaders. Prepare for PROGRESS now 
by examining actual industry case histories! 
Your work will be noted when you master: 
1) How to Make Systems Surveys. 2) Dis- 
cover the Weak Spots. 3) Write Standard 
Practice Manuals, 4) Draw Procedure 
Charts. 5) Design Forms. (This will help 
any one in any job!) Get professional 
pointers on Conducting Interviews, Apply- 
ing Creative Thinking Techniques, Organ- 
izing a Systems Department, Setting-up a 
Work Simplication Project and many other 
useful, profitable techniques. You'll find 
this course a gold-mine, the key to new 
happiness and progress in your career. See 
for yourself—get FREE details today! Just 
fill-in coupon and mail—you need buy noth- 
ing, no obligation. Get started today! 





instructive Helpful Books 

Read Them on FREE Trial! 
How To MAKE A PROCEDURE MANUAL Practical, 
Full Page Instructions. 136 large, 8'/ox1l Pages. 


$5.50. 

The TECHNIQUES of SYSTEMS and PROCEDURES 

Comprehensive fully illustrated, 345 pages, $15.00 
Send No Money—Just Fill-in Coupon, Mail! 











OFFICE RESEARCH INSTITUTE 
Box 1303, Miami 43, Florida 


s Office Research Institute 

* Dept, 010, P.O. Box 1303, Miami 43, Florida 

i ] Please rush full details about new ORI home- 

study course on Techniques of Systems and 

Procedures. No obligation to me, of course! 

= Please send, for Free 5-Day Trial the Book(s) s 

* Checked Below. | will read for S-days, if | want § 

Sto keep book(s) | will send price, plus postage. 4 

s Otherwise, | will return in 5 days and owe nothing! § 
How To MAKE A PROCEDURE MANUAL $5.50* = 
The TECHNIQUES of SYSTEMS and 
PROCEDURES $15.00* 


= a 
SS SAVE! Check here [] if you enclose check for s 


§ book(s) now. WE then pay postage. You get same § 
= 5-Day deal! Money back guaranteed! » 


SSCP RRR Eee eee eee eee eee 
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in many things... 


Courtesy Thompson 
Products Museum 
Clevelond, Ohio 


age is no 
advantage 


. 


aalelel-aalbAcMremteelaleliily4= 


Cars don’t benefit from years of use... 
they become inefficient, worn out or 
finally, obsolete. Likewise, your visible 
record systems and equipment may well 
have outlived their usefulness and effici- 
ency. Remington Rand suggests that you 
modernize to economize... with the latest 
in visible record keeping systems and 
equipment. 

Savings up to 25% in clerical cost 
alone have been achieved by moderniza- 
tion of office equipment and systems. 
Remington Rand’s new visible record 
keeping equipment makes it possible for 


Remington. Frand 


you to increase office efficiency and work 
output ... to obtain more production for 
every dollar spent. The cost of the new 
equipment and systems necessary to do 
this will quickly be amortized by the 
increased production you obtain and the 
economies effected. 

Stop in at your nearest Remington 
Rand Business Equipment Center soon, 
and see this equipment for yourself. Or, 
write to the Management Controls Refer- 
ence Library, Room 1625. 315 Fourth 
Ave., New York 10. Ask for the folder 
“Modernize To Economize,” KD730. 


PROFIT- BUILDING IDEAS 
FOR BUSINESS 
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Shrink the Base of Paper 
Mountain by Asking, Why?” 


HAROLD R. PRICE 


President, Systems & Procedures Assn. of America. 
Price Waterhouse & Co., Chicago 


HK INCREASED VOLUME of paper and 

related paperwork in the pattern of 

modern business presents a challenge 
common to the systems man, manage- 
ment and clerical force alike. A new, and 
perhaps revolutionary, concept of man- 
agement control may be required to solve 
this problem but it must be solved to 
arrest the growing mountain of paper 
that burdens the industrial and 
mereial structures, 

Engineers have designed office ma- 
chines to produce completed paperwork 
faster and with improved accuracy. 
Forms and manutacturers 
have devised intricate and ingenious 
combinations of paper, carbons, inks 
and duplicators to provide the required 
copies. Systems men have set up pro- 
cedures to speed the flow of paper, 
measure the output of clerical workers, 
control office costs and establish effec- 
tive internal control. But the net  re- 
sult from application of all past effort 
has been more paper flowing faster 
under better control. 

It appears that most of the amateur 
and professional effort channeled into 
designs for scientific records, controlled 
flow and speedy processing has been 
directed to chipping at the top of the 
mountain while allowing the base to 
broaden. Concentrated effort directed to 
the base problem should result in sub- 
stantial office economies. Electronic ma- 
chines and gadgets of today offer high 
speed processing while eventual develop 
ments in this field will provide, no 
doubt, veritable torrents of completed 
paperwork. Once again, more paper 
flowing faster. 


com 


equipment 
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Reducing the base of paperwork re- 
quires searching analysis of answers to 
many questions. How produced? How 
many? Where routed? What speed? 
Yes, wise analysis of answers to these 
questions and many others combined 
with the correct equipment, scientific 
measurement of work, charted flow, ete., 
are important tools but they do not 
strike at the heart of the problem. The 
big question is, “Why?” Why is the in- 
formation required? Why ten copies? 
Why this procedure or that one? Why 
maintain this record? Prepare this re 
port? Keep duplicate files? Tripleate 
files? Here is where “defensive” paper 
work begins to come out in the open. 
Is it necessary? The systems man must 
provide the answer. Imagination, crea 
tive thinking, ealeulated risk and mathe 
matical decision are the primary tools 
to be used in forging a new approach 
to the problem. 

Locating and weeding out the obvious 
“defensive” items has been relatively 
simple. The extra copy filed as a check 
on another department, the duplicate 
record maintained as a defense against 
error or as a reference point for those 
who do not understand the integrated 
controls of highly mechanized systems, 
the “for information only” eopy and in 
evitable file, and many items of similar 
nature and use, are regularly elimi- 
nated from systems in the day-by-day 
work of the systems man. But the im- 
portant point is often ignored and the 
reduction to be obtained here is 
frequently greater than in other areas. 
Why? Why create the form or record 
in the first place? Why communicate the 


eost 
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information and cause some clerical or 
management action that could fall into a 
superfluous category ? 

The new concept may come through 
drastic changes in the communication 
systems, information processing tech- 
niques, mathematical programming deci- 
sions as a basis for action, or a new 
system to be developed. Samples ot 


new thinking and ideas, directed to the 
paperwork problem, are appearing in 
literature and conference dis- 

with inereasing regularity. 
When the right system or combination 
is developed, some real contraction 
should be accomplished on the broad 
base of the mountain of paper. Systems 
men will pull the lines tighter. 


systems 


CUSSLONS 


Work Measurement Raises 


Production in Offices 


K. B. WILLETT 


Vice President, Office Management Division, American Management 
Assn. Vice President, Hardware Mutuals, Stevens Point, Wis. 


REVIEW OF THE WORK done by the 
planning council of the Office Man 
agement Division of American Man- 

agement Association during the past 
year and an examination of the material 
recorded at AMA’s Office Management 
Conference, indicates there has been a 
quickening rate of progress in office 
management. On several fronts, meas- 
urable progress has been made toward 
attaining a degree of control over cleri- 
cal operations which I believe compares 
favorably for the first time with that 
established over factory operations. 
Methods work has led to widespread use 
of work measurement and many com 
panies are finding themselves in the po- 
sition, at long last, of being able to 
establish work standards for their cler- 
ical force. 

In most cases, the mere beginning of 
work measurement programs means a 
rise in productivity and when the cler- 
ical worker is shown and allowed to 
help formulate some measurement of 
what is a fair day’s work, productivity 
has shown another rise. The caution with 
which these programs has been ap- 
proached and the care with which they 


66 


have been installed with regard to hu 
man relations and morale factors reflect 
very favorably on the management abil 
ity of executives in the office manage 
ment field. 

Partly from this new consciousness of 
work management and partly as a result 
stronger grasp of the other ele 
ments of his job, the office executive also 
has shown a better grasp of cost impli- 
cations of clerical operations. He seems 
to have thrown aside his inferiority 
complex before the cost and budget fac- 
tors, and he is justifying his operations 
in a new and incisive way. Meanwhile, 
in many quarters, the possibilities of 
electronic office equipment are being re 
alized in patterns which are somewhat 
altering the former relationship between 
suppliers and customers. 

All these are signs of a new maturity 
in office management and we in the 
American Management Association be- 
lieve that the progress made in the past 
vear is one of which office executives 
ean be proud. Largely, they are the re- 
sult of strong and realistic planning 
which has made itself a continuing part 
ner in day-to-day operations. 


ot a 
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Watch Costs If Excess 
Profits Tax Is Repealed 


1. WAYNE KELLER 


President, National Assn. of Cost Accountants. 
Controller, Armstrong Cork Co., Lancaster, Pa. 


HILE THERE IS MUCH DISCUSSION as 

to the possibility of a somewhat 

lower level of business in 1954 than 
there was in 1953, there is no universal 
agreement on the subject. Many com- 
panies are, in fact, forecasting higher 
volumes for the new year. However, one 
opinion is generally held: competition 
for the consumer’s dollar will be con- 
siderably intensified. Those companies 
which feature new and improved prod- 
ucts, better customer service and aggres- 
sive merchandising will undoubtedly 
hold or gain position at the expense of 
less alert companies. 


In this sort of an economy, effective 


eost aceountinge becomes essential and 
it is the low cost producer, the one who 
has taken best advantage of his oppor- 
tunity for effective cost accounting, who 
will have the greatest opportunity for 
reducing his sales prices, increasing ad- 
vertising and selling effort or improv- 
ing products and service to hold or in- 
crease his volume. However, it is para- 
mount that he know his costs to know 
how to manage them and to make stra- 
tegie increases and reductions so that 
he may gain for himself the best com- 
petitive position possible. 

In the wake of the probable expira- 
tion of the excess profits tax, any com- 
pany which was subject to it must give 
more attention to The added 
dollar will no longer cost only 18 cents 
after tax, and the dollar saved will in- 
crease retained earnings by at least 45 
cents and possibly a few cents more if 
normal or surtax rates are revised down- 
ward. 

Planning ahead through a carefully 


its costs. 
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detailed income and cost budget will aid 
materially in securing maximum busi- 
benefits for every dollar that is 
spent. Actual historical costs are essen- 
tial if the effects of decisions are to be 
known. But management can decide 
more intelligently if it is informed of 
the probable effect of their decisions on 
profits before they make them. A good 
budget is the “flight plan” of business. 
Unexpected squalls may make it neces- 
sary to deviate from that plan, but there 
is more confidence that the desired ob- 
jective will be attained if a well organ- 
ized plan exists before the flight is 
begun. 


hess 


These general concepts of cost find- 
ing and cost planning are as applicable 
to the office as they are to the factory. 
Office costs are frequently regarded as 
fixed, and little effort is devoted to cost 
control and reduction until a drastie 
reduction in business makes immediate 
action imperative. Then such action is 
usually of an emergency nature, poorly 
planned and hastily executed with little 
or no consideration to its long-range 
effects. In the well managed office, this 
is not true. Constant attention is given 
to methods improvement and machine 
developments and applications. Person- 
nel are adjusted to varying workloads 
with a central pool, in larger offices, to 
take care of peak demands in the respee- 
tive sections. This is office management 
at its best, and thus the office too con- 
tributes its share to the competitive 
advantages of the company. 

In applying cost control and cost re- 
duction in the factory and in the office, 


(Continued on page 188) 





AIA Spending $80,000 to 
Increase CPA Students 


ARTHUR B. FOYE 


President, American Institute of Accountants. 
Senior Partner, Haskins & Sells, New York. 


THE CLASSIFIED section 
metropolitan newspaper 
tremendous number of ad- 
vertisements for accountants and book- 
keepers. There are openings for the 
whole range of positions from inex- 
perienced clerks to persons who can 
qualify as partners of public accounting 
firms or controllers of corporations. 
While the American Institute of Ae- 
countants is primarily interested in 
recruiting new members of the account- 
ing profession, our career program may 
be of interest to all who are concerned 
with white collar personnel shortages. 

The accounting profession has ex- 
perienced a phenomenal growth. The 
title of certified public accountant was 
created just before the turn of the 
century. In 1900 there were only 243 
CPAs in the whole United States. By 
1940 there were 20,169 and there are 
now nearly 50,000. In spite of this amaz- 
ing growth—probably the most rapid 
in any profession—the supply of CPAs 
is still far short of the demand. Some 
might consider this a desirable condition 
for the CPA, but the accounting pro- 
fession is not satisfied to sit back in 
the presence of this shortage ot pro- 
fessional personnel. 

The profession has no fear of produe- 
ing a surplus of qualified accountants. 
Not only do present clients need ad- 
ditional services, but there are a great 
many companies not currently engaging 
CPAs which could benefit greatly from 
professional help with their accounting 
methods and other problems. The Ameri- 
can Institute of Accountants finds that 
the recruiting of young men and women 
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for accounting is primarily a problem of 
informing them about opportunities in 
the profession. These opportunities are 
at least as attractive as those in other 
professions, such as law and medicine. 

Our problem is to convince today’s 
students that accounting offers a career 
which, far from being monotonous, is 
diverse and interesting. For example, | 
heard recently of an audit in which it 
became necessary for the CPA to fly 
above a river in a chartered plane to 
take movies of logs floating to the mill. 
He showed the film to lumber experts 
to check the value of the log inventory 
in the river. This sort of activity is not 
what usually occurs to a youngster when 
he hears of accounting. 

To attract more young men and 
women to the accounting profession, the 
American Institute of Accountants is 
spending $80,000 during a_ two-year 
period on recruiting efforts. Part of 
this program involves conferences by 
state societies of CPAs with educators 
and guidance specialists throughout the 
country. A special kit has been pre- 
pared to help the state societies carry 
out these plans. 


We have high 


hopes for the ef- 
fectiveness of a movie which is an im- 
portant part of the recruiting effort. It 


is ealled “Accounting 
of Business.” 


The Language 
In its fast-moving story 
an established CPA explains his work 
to the high-school-age son of one of his 
clients. As he gives his deseription, 
three from his business career 
are re-enacted. The audience sees the 
accountant solve a perplexing problem 
in checking a grain inventory where the 


scenes 
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elevator appears to have been filled from 
nowhere, a mysterious disappearance of 
television cabinets, and the quandary of 
a businessman who discovers his tax 
returns are out of line. The movie is a 
16mm. sound film, designed primarily 
for showing to high school audiences. 
Our recruiting plan also includes 
pamphlets, speeches and similar ma- 


terials. At the same time we are pursu- 
ing another approach to this problem 
by making 


available aptitude and 


achievement tests in aecounting, both 
for high school and for college levels. 
These tests will help young people, 
who may be interested in accounting, to 
estimate their chances of success. While 
we are primarily concerned with the 
shortage of CPAs, we are aware also 
of the personnel shortage in allied fields. 
It seems inevitable that our eiforts to 
build our own profession will have the 
additional effeet of attracting more 
students to commercial studies. 


The Problem of Making 
Office Work Desirable 


KENNETH W. MOORE 


President, National Office Management Assn. 
Vice President, Chicago Title & Trust Co. 


EEPING AN OFFICE PROPERLY staffed 

in today’s employment market is 

a number one problem.  Virtu- 
ally every large company in the coun- 
try is spending thousands of dollars 
in “Help Wanted” newspaper advertis- 
ing and other types of promotional cam- 
paigns—with results that fall far short 
of solving the need. 

To understand the reasons back of this 
situation, and to attack this problem, 
it is necessary to review the events of 
the last decade. At the start of World 
War II there began in this country a 
skillful and planned effort to glamor- 
ize the worker whose job it was to pro- 
duce the materials for war. Surely 
everyone can remember the posters 
showing the girl in jeans who operated 
the punch press or held the rivet gun. 
Rosie the Riveter was a national figure, 
if not an enviable heroine. Necessities 
of war required this emphasis on the 
factory workers and government con- 
tracts, on a plus basis, made if 
possible to pay high salaries to them, 
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Prior to the war, women had a nat- 
ural preference for office jobs. The 
production line could offer no induce- 
ment sufficiently strong to alter this 
preference. With the government spend- 
ing huge sums to sell the idea of work- 
ing in the shop or for the nation, people 
started to depreciate the worth of the 
office worker. This alteration of values 
was further exaggerated during the war 
years by government regulations which 
stabilized the salaries of office workers, 
while permitting the salaries to rise for 
those working under plus con- 
tracts. 

This is the background of the prob- 
lem we now have in overcoming the 
serious shortage of office workers. It 
is the problem of getting our fair share 
of beginners—of selling the advantages 
of office work to young people. Person- 
nel managers who are responsible for 
the reeruitment of the office staff are 
trying to figure out how to attract young 
people into office employment. 

(Continued 
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Keep Electronics in Mind 
When Planning for Future 


H. W. STEINHAUS 


Chairman, Committee on Publicity & Public Relations, 


APID DEVELOPMENT in the 
computing machinery 
last decade has paralleled the prog 
ress made in other fields of science. The 
increasing complexity of techniques and 
procedures used and the sensational 
publicity of the speed and capabilities 
of the so-called giant brains (culminat- 
ing with their use election night) have 
made it difficult for businessmen to 
comprehend what commercial applica- 
tions such machines may have now. This 
article is an attempt to clarify the lay- 
men’s understanding of current uses of 
large-scale computers. 
It may be helpful to glance at the 


history of these computers. They were 
developed during the last war to speed 


the solution of difficult mathematical 
problems in the field of ballistics, aero- 
dynamics and atomic energy. The solu- 
tions of such problems is so speedy be- 
eayse the machines count with electrical 
pulses, millions of which can be usefully 
employed every second. For instance, 
by solving a set of ballistic equations, 
a high-speed computer can trace the 
flight of a projectile with a speed greater 
than the speed of flight itself. The op- 
erations involve four stops: the input 
which inserts the basic figures, formulae 
and instructions; the high- 
speed computer; the memory unit which 
retains basic data and intermediate re- 
sults; and the output which translates 
the results into useful form, in this 
instance by tracing or typing consecu- 
tive, single solutions to each of a num- 
ber of consecutive equations. 
Considerable difficulties were encoun 
tered even in this type of single solution 


sequence 
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field of 
during the 


Assn. for Computing Machinery. 
Research Assistant, Equitable Life Assurance Society, New York 


operations to gear the tremendous speed 
of the counting unit to the lesser speeds 
of the other units. An_ electrostatic 
memory was therefore devised to pro- 
vide speedy and high-speed 
magnetic tape was used to feed infor- 
mation and receive results. However, 
it is obvious that for business practices 
we would have to handle a larger volume 
of input, a larger and more permanent 
memory, mostly fewer calculations and, 
again, a much larger and varied output. 

There are only two types of high 
speed computers in what might be 
called mass production. These are the 
Card Pregrammed Electronic Calculator 
(C.P.C.) of International Business Ma- 
chines Corp. and Remington Rand’s 
Universal Automatic Computer (Uni- 
vac). Of some 200 C.P.C.’s in opera- 
tion, most are used for engineering and 
scientific calculations but a number are 
being used for commercial purposes. 
Among the latter users is the Monsanto 
Chemical which has done a great 
deal of research on C.P.C, application 
to accounting. The results of their in- 
vestigations were described at a recent 
meeting of the Association for Comput- 
ing Machinery. At that meeting there 
was also a report on the two-year ex- 
perience with the Univae installation in 
the Bureau of the Census, producing 
there the Second Series Population 
Tables for the 1950 Decennial Census. 

A number of insurance companies 
have placed for C.P.C.’s and 
Univaes, and other commercial and in- 
dustrial organizations are studying the 
modifications required in their business 
procedures to employ such an expen- 
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sive installation economically. The ex- 
tent of the research required before 
such machines can be employed is force- 
fully illustrated in the computer re- 
search study of the Society of Actuar- 
ies, recently published. Both types of 
computers and many other individually 
created large scale computers in opera- 
tion are available for special caleula- 
tions on a service or rental basis. 
Considerable progress is being made 
in converting the large scale, single- 
solution computers to mass-data hand- 
ling and processing machines. IBM’s 
newly announced 650 and 702 are ex- 
amples of such machines. The point 
has been reached where office manag- 
ers should not reach major decisions on 
office routine changes without testing 
the possible use of such electronic equip- 
ment. For instance, a company start- 
ing a decentralization program because 
the data has become too unwieldy to 


handle in one office may find that one 
such machine, coupled with teletype- 
communication cireuits, could handle 
the work in one place. The layout of 
a new office or mechanization of office 
equipment without regard to possible 
conversion to electronic handling may 
later require costly changes. 

Through seminars) and _— training 
courses arranged by the manufacturers 
of such equipment, through discussions 
at meetings of management and eng'- 
neering associations, through articles in 
magazines, businessmen and engineers 
will gain understanding of each other’s 
problems. The cost of tailor-made ma- 
chines to meet all of the requirements 
of a particular business may be pro- 
hibitive for all but the largest organi- 
zations, but quite often minor 
changes can be worked out in the ma- 
chines which would make them more 
acceptable to a specific business purpose. 


some 


Office Machines Essential 


To Railroad Operation 


LEWIS F. ORMOND 


Chairman, Accounting Division, Assn. of American Railroads. 
Vice President, Atlantic Coast Line R. R. Co., Wilmington, N.C. 


RACTICALLY EVERYONE, at one time 

or another, has paused to watch a 

train go by. Sometimes it is a 
heavily loaded freight train and the 
observer may wonder casually why 
freight cars owned by the Santa Fe and 
a half-dozen other railroads are mov- 
ing along, say in a train operated over 
the Pennsylvania Railroad He may not 
realize that the Pennsylvania freight 
train he watches could contain fuel 
oil from Texas, citrus fruit from Flor- 
ida, grain from Minneapolis, beef from 
Kansas City and coal from West Vir- 
ginia; or, in the opposite direction, 
shoes, firearms and machinery enroute 
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from New England to points scattered 
over the continental United States. 
Possibly it may be a passenger train 
that passes but, accustomed as we are 
to take so much for granted, it indeed 
would be a thoughtful observer who 
would speculate on the final destinations 
of the passengers he sees through the 
windows; who would wonder whether 
they are going only a few miles to 
visit relatives or a few thousand miles 
for a summer vacation. 

What our observer really is witness- 
ing is the miracle of rail transporta- 
tion in America, and to the same de- 


gree he could see it nowhere else in 





the world. This miracle has come about 
as a result of a tremendous structure 
of cooperation between the several hun- 
dred individual American railroads. By 
making possible the rapid movement of 
commodities and people throughout our 
nation, just as if all of the railroads 
were owned and operated in common, an 
immeasurable contribution has been 
made toward the realization of what 
was once only a vision of our country’s 
tremendous economic potential. Air and 
highway transportation now participate 
in this everyday miracle, but it was 
the railroads that pioneered and_ they 
are still its backbone. 

Very few realize the extent to which 
this strueture of railroad cooperation 
depends upon procedures which have 
been developed over the years by rail- 
road accountants. A shipper of freight 
from Bridgeport, Conn., to San Fran- 
cisco, pays his bill only once and to 
only one railroad although his shipment 
may move over a half dozen railroads 
before it reaches destination in a ear 
owned by none of them. Likewise, a 
passenger in Boston, who wants to go 
to San Francisco, buys his ticket in 
Boston and financially that is the end 
of it as far as he is concerned. The 
railroad accountant divides up the 
amount collected by one railroad for 
the movement of freight over a number 
of connecting but railroads. 
He sees that payment is made for the 
use of the Santa Fe freight car on 
the Pennsylvania, and arranges for each 
railroad handling the passenger going 
to San Francisco to be paid for its part 
of the service necessary to get him there 


separate 


Beeause a railroad usually is a far- 
flung business organization doing busi- 
any point its rails reach, the 
railroad accountant has other problems. 


ness at 
IIe must devise means of recording 
promptly and accurately transactions 
oceurring hundreds and possibly thou 
sands of from railroad head 
quarters. A railroad must pay its track 
laborers promptly in Oregon with cheeks 
issued in Chicago. 


miles 


Crossties bought in 


Louisiana and rails bought in Birm- 
ingham may be installed in a track in 
Arizona and paid for by a check is- 
sued in San Francisco, yet the 
involved must be charged off against 
expenses or treated as an investment, as 
the facts require, by a 
countant at headquarters. 

These are merely examples of prob- 
lems daily confronting the railroad ac- 
counting officer, and they must be solved 
against a background of detailed and 
extensive state and federal accounting 
and reporting regulations imposed on 
railroads. The record keeping, reports, 
statistics, and other paperwork neces- 
sitated by these problems are truly awe- 
some to contemplate. One might well 
ask how are such problems solved. <A 
detailed answer would require volumes, 
but within the space available only a 
few highlights may be touched upon. 
me word 
each are: cooperation, communications, 
mechanization. 

The fact that cooperation for mutual 
benefit is outstanding in railroad aec- 
counting probably should be aseribed 
principally to the efforts of the Ae- 
counting Division of the Finanee, Ac- 
counting, Taxation and Valuation De- 
partment of the Association of Amer- 
iean Railroads, and of the collabora- 
tive associations which preceded the 
present Accounting Division. 

In 1887, representative railroad ae 
counting officers assembled to devise 
uniform methods for dividing revenues 
between railroads jointly performing 
transportation service, so-called inter- 
line transactions. The principles then 
agreed upon are still applied although 
they have been developed and expanded 
as time passed through the establish- 
ment of a whole code of mandatory 
rules, agreement upon standard forms, 
adoption of arbitration procedures and 
in many other respects. 

The Accounting Division has 
sponsored joint efforts to improve other 


cost 


railroad ae- 


These highlights expressed in 


also 
phases of railroad accounting, has fa 
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Clerical Work Provides 
Management with Controls 


BRUCE PAYNE 


President, Society for Advancement of Management. 
President, Bruce Payne & Associates, Westport, Conn. 


HERE IS A TENDENCY on the part of 

management to devote most of its 

time and attention either to produc 
tion or sales and, to a large extent, over- 
look the vital factor of office manage- 
ment methods and procedues. Yet in 
the clerical operation, time, money and 
even good will can be lost in surprising 
amounts. All too frequently, as a busi- 
ness grows, clerical systems are devel- 
oped or added as the need arises. Only 
seldom is the entire operation planned 
in advance. One effect of such hap- 
hazard growth has been given dramatic 
illustration in the recent widespread 
movement in business circles to “clean 
out the files.” 

Delayed or mislaid orders and irate 
customers are inevitably the result of 
an unplanned office system. Such errors 
nullity the best efforts of a good selling 
team and quite frequently pile an extra 
burden on the production line where 
the lost time must be made up. The loss 
in customer good will and confidence, 
however, is considerably more difficult 
to make up. 

As a many large and 
successful businesses today are working 
to bring their office procedures up-to- 
date with carefully developed techniques 
for arriving at maximum operating et- 
fectiveness and minimum cost of opera- 
tion. The effect is usually felt in every 
phase of the business, once the clogged 
bottleneck of excessive paperwork is 
opened up. 

Management men have generally 
thought of the operation of their de- 
partments in terms of systems rather 
than building procedures around com- 
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pany concepts and objectives. This na 
turally develops from a_ self-conscious 
attempt to handle, as one responsibility, 
two divergent functions. 

Most management men have a specifie 
responsibility in sales, production, ac- 
counting or purchasing in which they 
must take effective action based upon 
controlled information furnished — to 
them. In performing this function they 
must always measure the value of the 
results obtained against the cost factor 
leading up to the action which produced 
the results. These same men usually have 
a second and frequently secondary fune- 
tion—determining how to gather the 
control information at the lowest 
in time to take effective action. In this 
area the busy executive usually buys a 
system, just as he hopes some day to 
buy an electronic office which will free 
him of the whole bothersome office prob 
lem, 

Ifowever, the office operation has 
normally not progressed as far as the 
production operation, for example. Usu- 
ally, every successful production team 
has one top leader. He may be called 
the works manager, plant superinten 
dent, general manager or any of a num 
her of titles depending upon the partieu 
lar organizational structure. Regardless 
of title, however, he is always recog 
nized as the man who runs the operation, 

This leader, in most successful opera 
tions, has individual to whom he 
has delegated the responsibility for the 
development of “how” the necessary 
work is to be done. Very few organiza- 
tions have this function outside of the 
production operation. As a 
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matter ol 





fact, industrial engineering in the plant 
to which I am referring has had little 
thought given it as an approach to the 
reduction of costs in the office. The 
approach to the reduction of office costs 
involves two steps: (1) recognition of 
clerical activities as instruments of 
management control —-the objective to 
provide information for the guidance of 
management; (2) the acceptance of 
clerical functions and which 
should not be limited by the confines 
of departments, groups or divisions of 
a company. Clerical activities and duties 
are generally interdepartmental. 

The examination of which is 
limited to clerical methods and pro- 
cedures alone will not produce results. 
The seope of the problem within each 
company should first be determined. 
Each facet of the company must be 
examined critically: management struc- 
ture, abilities and personalities of man- 
agement people and other key’ per 
sonnel, management policies in opera- 


services 


costs 


tion, organization, and definition and 
assignment of responsibilities. 

There are few managements today 
that are progressing in the right direc- 
tion. Many more companies can and 
will consider that clerical activities are 
instruments of management control. 
These companies in the future will ex- 
amine their clerical functions to in- 
sure their being unhampered by or- 
ganizational fences, 

Cost reduction in the office is the re- 
sponsibility of top executives. Obvi- 
ously, top executives may not them- 
selves have the time to analyze possi- 
bilities for lower figure out 
ways of achieving them. However, these 
executives can use the philosophy and 
tools of industrial engineering in the 
office function since these same _ tools 
have proven to be so successful in the 
production operation. These responsible 
executives can effectively organize the 
work of cost reduction in the hands of 
others. 


costs or 


Train Banking Personnel 
For Leadership Roles 


EVERETT D. REESE 


President, American Bankers Assn. 
President, Park National Bank of Newark, Ohio 


ANKERS HAVE A RESPONSIBILITY to 
work for the preservation of our 
American system of competitive 
free business enterprise which has 
helped to build this country and which 
has spread the benefits of the riches we 
have produced among all of our people. 
In accomplishing the job we have to do, 
we recognize that banking is a risk 
business and that to be successful it 
must function adequately in bad times 
as well as good times. 
It will take real bankers to main- 
tain a strong banking system and to 


carry on the high standards of bank 
management which will be needed to 
meet problems certain to arise in the 
months ahead. While adequate salaries 
and opportunities for advancement help 
us attract high caliber people into bank- 
ing, we have learned from experience 
that we must, in addition, train the men 
and women in our banks for leadership 
with sound educational programs. 
Training courses need to be carried on 
in small banks as well as large, to cover 
all phases of the banking business. It is 
important that we in banking have just 
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as high a level of competence as indus- 
try or other business classifications. We 
must remember that it is people who 
accomplish things — not systems, not 
institutions and not rules. 

We in banking have available the best 
adult educational system in the world 
and it is encouraging to note that a sub- 
stantial proportion of all those engaged 
in banking are now making use of some 
of that system. Over 100,000 bank peo- 
ple are now members of the American 
Institute of Banking. Almost 5,000 
bankers have already completed the dif- 
ficult courses in the various schools on 


the graduate level—the Graduate School 
of Banking, Central States School, 
School of Banking of the South, and 
Pacific Coast Sehool. In addition there 
are a number of state schools and others 
are being organized. But there can 
never be too much education. 

3y having strong leadership, we can 
be confident that chartered banking will 
continue to play its large role in the 
business affairs of this country in such 
a way that the people will be our friends 
because they have been well served, This 
is the intelligent way to preserve and 
extend the system of chartered banking. 


Stature of Auditors and 
Controllers Has Grown 


IRA C, CHANEY 


President, National Assn. of Bank Auditors & Controllers. 
Auditor, Crocker First National Bank of San Francisco. 


T IS NOT DIFFICULT to reeall 
the years when, in practically all 
lines of endeavor, the auditor and 

controller were looked upon as a neces- 

sary evil and only tolerated by some of 
the larger business firms which had 
slowly come to the realization they were 
an integral part of the business. Today 
the many complexities encountered in 
operating most any size business have 
brought the position of auditor and con- 
troller to the forefront in the business 
world. This stature in today’s economy 
has not been brought about without 
effort on the part of those men who 


TOO 


chose this line of endeavor. The joining 


together of many men into organizations 
such as the National Association of 


Bank Auditors & Controllers, Institute 


of Internal Auditors and the Control. 
ler’s Institute has in a large measure 
been responsible for this change. 


Recognition of the position of auditor 


and controller as having professional 
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within the last 


status has come two 
decades and has been brought about 
principally by the growth in size of our 
financial and manufacturing institutions 
and the increased complexity of oper- 
ations. Government regulatory bodies 
and tax agencies have vastly expanded 
their reporting requirements and the 
statistical and accounting work necessary 
to produce these reports has expanded 
correspondingly. Management has come 
to recognize the scientific approach to 
their many problems and have recog- 
nized the value of men and women 
skilled in giving them the answers to 
the many perplexing situations which 
arise today. 

The auditor and controller in their 
separate functions are familiar with the 
operation and procedure of every depart- 
ment in their particular business and 
the auditor, who in most cases earries 
out his duties on an impartial basis, is 
particularly adapted to recommending 
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and assisting management in operational 
changes which will increase efficiency, 
safeguard assets and lower costs. The 
controller in most firms is usually 
charged with the preparation of finan- 
cial statements, earning and expense 
statements and general supervision of 
accounting procedure. His position can 
be compared to that of a doctor watch- 
ing the pulse of a patient for truly he 
has his finger on the pulse of the busi- 
His effectiveness can only be 
limited to his degree of application. 

In many banks and commercial houses, 
we find that the duties of the auditor 
and controller are not too clearly de- 
fined and, where such a condition exists, 
the value to the business of these two 
positions decreases accordingly. Audit- 
ing and accounting work brings the 
individual so engaged into close contact 
with all of the more important functions 
of his particulary firm. The auditor of 
necessity has to be familiar with all of 
the operations in order to properly 


ness. 


carry out his duties and in his close 
contact with the staff is in an enviable 
position. He can, from his unbiased 
appraisal of personnel, be of inestimable 
value to management because, unques- 
tionably today, personnel is 
managements top problems. 

Today it is most important that the 
auditor and controller be a part of the 
management team. If they are not, they 
cannot function to the best of their 
ability and management is not getting 
value received. Unfortunately, today, as 
we see the demand for this type of offi- 
cial increasing, the supply is diminishing. 

In the interest of serving the banking 
National Association of 
Bank Auditors & Controllers established 
a school last year at the University of 
Wisconsin. The main purpose of this 
school is the training of men in the field 
of accounting, suditing and controlling. 
Other similar organizations might do 
well to give consideration to a similar 
endeavor. 


one of 


business, the 


A Records Audit Technique 
To Save Management Money 


ROBERT A. SHIFF 


Executive Director, National Records Management Council, New York. 


ANY COMPANIES TODAY are faced 

with a fear of drowning in a sea 

of paperwork. rising 
all along the line and millions of dollars 
are spent annually to improve produe- 
tion techniques and develop less expen- 
sive marketing systems. Top manage- 
ment exeeutives shudder at the thought 
of releasing an annual financial report 
that sales but a 
lower net profit and, worst of all, lower 
dividends for stockholders. True, ris- 
ing taxes have been responsible for much 
of this dilemma but with the likely elim- 
ination of excess profits taxes, this vear, 


Costs are 


shows an increase in 


new answers will be required. 

This situation exists despite the fact 
that the answer to higher net profits of- 
ten lies right in the file cabinets of these 
companies. Millions of useless papers 
preserved by today’s average business 
firm are adding untold amounts to op- 
erating costs by occupying valuable of- 
fice space and requiring the services of 
additional office and clerical personnel 
to handle the papers. 

Today employment is unbalanced. 
Since 1935 the ratios of clerical person- 
nel to production force have risen al- 
most 20%, bringing business to the 
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point where there are only 2.5 persons 
in a productive capacity to one in eleri- 
cal work. 

This picture can be changed practi 
cally overnight by the installation of 
a controlled records keeping system 
such as those developed during the past 
five years by the National Reeords Man- 
agement Council. With the advent of 
a new and unique service in records 
management recently introduced by 
NRMC, a survey of any company’s ree- 
ord keeping problems can be completed 
in a matter of a few days rather than 
weeks or months and specific reecom- 
mendations for a tailor-made installa- 
tion can be given immediately. By ap- 
plying specific measurements based on 
past studies and installations, NRMC’s 
new Record Management Audit 
ice measures and evaluates precisely all 
record keeping problems and points up 
potential areas where the installation of 
cost-cutting controls will achieve maxi- 
mum benefits. The audit service accu- 
rately measures a company’s volume of 
records and determines how the volume 
can be reduced. 


Serv- 


In 1950, the average company’s net 
profit after taxes was 4.3%, or $43,000 


on every million dollars of sales. If the 
application of record keeping controls 
releases 300 filing cabinets through ree- 
ords disposal or transfer to low-cost 
storage, savings in space and equipment 
can approximate $43,000 or an amount 
equal to the profit on a million dollars 
in sales. This is a general example of 
the potential savings that can be real- 
ized. The audit service seeks savings 
everywhere and makes concrete recom- 
mendations on where to find them and 
how to achieve them. Long, meaning- 
less surveys that leave management to 
draw its own conelusions are omitted. 
“Canned systems” based on the use of a 
specific type of equipment or solely on 
the practices of another company have 
no place in NRMC’s audit reports. Each 
company has its own problems that are 
treated individually. 

Among the basie considerations of the 
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couneil’s audit service is an evaluation 
of record facilities from the 
standpoint of space utilization, equip- 
ment and space costs. Based on these 
measurements and audit findings, the 
council can determine the need for the 
installation of a new-type records cen 
ter or storage facility in company-owned 
or leased space. 

The cost and value of microfilming is 
evaluated with the same discrimination 
as that applied to records retention. In 
most microfilm is recommended 
only after all other possibilities of ree- 
ords storage and protection are ex- 
hausted. First, it is necessary to estab 
lish the retention period of any given 
paper. Then, the length of retention 
plus the cost of storage is compared 
with the initial cost of microfilming, in- 
cluding equipment, personnel and film, 
with the decision based on the results 
of the comparison. 


storage 


Cases, 


To be specific, let’s study the two-day 
audit made recently on a large petro- 
leum company’s records and consider 
its findings, recommendations and reve- 
lations of obtainable savings. The audit 
revealed that the company had accumu- 
lated 50 million pieces of paper total- 
ing 21,800 eu. ft. of records the 
equivalent of 3,406 four-drawer filing 
cabinets. These reecoras occupied a to- 
tal of 18,500 sq. ft. of floorspace: 13,000 
sq. ft. in the office and 5,500 sq. ft. of 
storage space. 

Equipment representing an invest- 
ment and replacement of over $170,000 
included: 1,511 steel letter and legal 
size file cabinets; 15,338 cardboard let- 
ter, legal and check size transfer files, 
and 289 steel letter and legal size trans 
fer files. Finally, it was revealed that 
an expenditure of $9.05 for filing equip 
ment alone was required for each cubie 
foot of records in the office while in 
storage the cost was $2.64 per cu, ft. 

At the end of two days, the couneil 
was able to assure the company that in- 
stallation of a controlled record keeping 
system would provide the following sav- 


(Continued on page 180) 





Machines Are Stupid; Need 


N OLD PERSIAN PROVERB tells us, 

“Thinking well is wise; planning 

well is wiser; doing well wisest of 
all.” Here we are at the start of a new 
year. The old year has gone but our 
experiences will be remembered to as- 
sist us with the problems and opportuni- 
ties facing us in the future. 


The horizon of machine accounting 


gives so much promise that we are im- 
mediately challenged with the choice of 
selecting the right path. The practical 
application of what we already know in 
regard to the use of 
confronts us daily. 


these machines 
Research and en- 
gineering in connection with the ma- 
chines is not enough. We must apply 
the same thought to our problems. 
Constant training and study are essential 
if we are to take advantage of the 
possibilities before us. In the horse 
and buggy days we could be assured 
that by leaving the reins rest on the 
dashboard our horse would bring us 
home. Then came the automobile. We 
could arrive home so much faster but it 
was essential that we guide the ear all 
the way. Machines in themselves are 
stupid because they require an operator. 
They cannot do anything which we do 
not plan for them. 

The Insuranee Accounting & Statisti- 
eal Association is devoted to the study, 
research and development of modern 
theory, practice and procedure as ap- 
plied to insurance accounting and statis- 
tics to the end that the most efficient, 
practical and economical methods may 
be employed to meet the increasing de- 
mands of management for information 
concerning company affairs. At our 
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Aid of Trained Humans 


A. H. BENSON 


President, Insurance Accounting & Statistical Assn. 
Auditor, Lumbermens Mutual Insurance Co., Mansfield, Ohio. 


annual 
diseussions 


convention, workshops, panel 
and study seminars have 
been arranged to probe the best ways 
of gathering the necessary data for 
the conduct of our business. 

Because statistics play such an im- 
portant role in the conduct of this busi- 
ness, insurance companies have become 
among the foremost users of accounting 
machines and office equipment. The 
collection of data by means of punched 
ecards has been used by the insurance 
industry for many years. With the ad- 
vent of the magnetic tape, a new method 
of collecting and storing information 
has been devised which may revolu- 
tionize our present conception of ob- 
taining statistics and the punched card 
itself may gradually be superseded. 

On April 20, 1953 a special con- 
ference of IASA members and friends 
was held in New York to discuss elec- 
tronies and its future in the insurance 
industry. Some 300 members were in at- 
tendance including representatives from 
the Casualty Actuarial Society, Life 
Office Management Association, In- 
surance Accountants Association and 
the Association of Casualty Account- 
ants & Statisticians. Remington Rand 
discussed the operation of the Univae 
and International Business Machines 
Corp. presented their latest electronic 
computer. A special release covering 
this meeting has been published by the 
IASA. Copies can be seeured for a 
nominal fee. James B. Clancy of the 
Royal Liverpool Group, 150 William 
St., New York, N. Y., is chairman of the 
[ASA Electronics Committee. Future 
conferences are being planned to keep 
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abreast with the developments in the 
electronic field. 


This year we expect to release a 


textbook on insurance accounting; fire 
and casualty. It is to be published by 
Chilton Co., of Philadelphia. This book 
has been written by outstanding men of 


the insurance industry and should pro- 
vide a much needed textbook. 

The new year challenges us to be- 
come better informed; be more practical 
in our application of this information; 
and keep an open mind on time-saving 
devices and improved methods. 


Supervisory Development 
Begins at Top with Boss 


FRANK L. ROWLAND 


Managing Director, Life Office Management Assn., New York. 


T IS SLIGHTLY DEFLATING for us mod- 
erns who feel that we discovered the 
principles of organization for scien- 

tific management, to ponder over a 
statement made several thousands of 
years ago and recorded in Exodus, 
Chapter XVIII: 25, 26: “And Moses 
chose able men out of all Israel and 
made them heads over the people, rul- 
ers of thousands, rulers of hundreds, 
rulers of fifties, and rulers of tens. 
And they judged the people at all 
seasons, the hard causes they brought 
unto Moses, but every small matter they 
judged themselves.” 

In these few lines we have, by im 
plication at least, a recognition of the 
principles of line and staff organization, 
grouping for supervising purposes, 
training, delegation of authority and 
responsibility, personnel selection and 
merit rating. <A reading of the com- 
plete chapter sounds like the report 
of a management consultant. Jethro, 
the father-in-law of Moses, came to live 
in Moses’ home. He shortly observed 
that Moses was overworked because he 
neglected to delegate responsibility. He 
exclaimed, “The thing that thou doest 
is not good. Thou wilt surely wear 
away both thou and this people that 
is with thee for this thing is too heavy 
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for thee, thou art not able to perform 
it thyself alone. Hearken now unto my 
voice, I will give thee counsel.” 
Jethro was no doubt a good salesman 
and Moses a willing and intelligent stu- 
dent for he adopted these basie prin- 
ciples of scientific management as at- 
tested to by the above quoted verses. 
If Moses had only revealed the basis 
upon which he “chose able men”! 
Probably the most difficult organi- 
zational problem which confronts man- 
agement today is the detection of these 
supervisory qualities in candidates for 
promotions. Unfortunately, most of 
the selections had already been made 
when we knew less about the subjects 
than we do today. Traditionally, the 
major factors considered in the selee- 
tion or promotion to the job of super- 
visor was length of service and teeh- 
nical knowledge of the job. Today, 
we recognize that these qualities fall 
pretty far down the list of essential 
characteristics of a good supervisor. 
Perhaps at the head of the list would 
come intelligence and all that implies; 
then leadership ability, capacity for 
growth, capacity to train and motivate 
workers, ability to organize work and 
make prompt and sound decisions, abil- 
ity to work as part of a team with others 





on the same organizational level. The 
list might be extended but these seem 
to encompass the must characteristics. 

With the growing recognition of the 
unportance of the supervisor, we find 
among our managements today a rather 
widespread dissatisfaction with the qual- 
ity of supervision being exercised. With- 
out delving too deeply into the reasons 
for this dissatisfaction, we have sought 
a panacea in the form of supervisor's 
‘training courses sometimes referred to 
as executive development programs. 

It would seem that we have expected 
far too much from these programs. The 
plain truth is that the further we get 
from specialized technical training, the 
less we know about how to train. To 
quote Dr. MeGregor, president, An- 
tioch College, in an address delivered 
at the 1953 NOMA convention, “About 
the only thing we know for sure about 


this whole training process is that it 
is useless to try to teach those at the 
middle or lower levels of management 
to follow any given practice or to de 
velop any particular attitudes, unless 
those above them reinforee those prac- 
tices in their day-to-day behavior. We 
cannot start an executive development 
program anywhere but at the top and 
we cannot continue it successfully with- 
out constant support and involvement 
from top management.” 

In the final analysis, the most effec- 
tive training of supervisors and poten- 
tial executives will be found in the day- 
to-day example set by the boss. Every 
contact between a supervisor and his 
subordinates gives training. It seems 
to me that management should direct its 
attention more to manpower develop- 
ment through sound policy and con- 
sistent practice rather than courses, 


Public Purchasing’s Job: 


Full Value for Tax Dollar 


LEO WEIL 


Immediate Past President, Netional Institute of Governmental 
Purchasing, Commissioner, Division of Purchasing & Supplies, 


0 GAIN MORE VALUE for the tax dollar 

in public purchasing, there must be 

a growing recognition on the part 
of high government officials of the im- 
portance of their purchasing depart- 
ment. Today, purchasing has become 
professionalized. Its importance is 
recognized by industry to the degree 
that it plays a very important part in 
top management, 

The problems of public purchasing 
have grown numerous and complex in 
recent years. Purchasing officers must 
now deal with questions of finance and 
budgeting, specifications and standard- 
ization, contracts and programs. If we 
are to receive the greatest value per 
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City of Cleveland. 


dollar expended for publie purchases, it 
is essential that there be the widest pos- 
sible exchange of pertinent information 
among responsible public officials. 
Although certain fundamentals of 
purchasing policy and practices apply 
to both industrial and governmental 
purchasing, the latter differs consider- 
ably from the former because ot legal 
requirements. Governmental purchasing 
is, therefore, far more exacting in detail 
of operation. Moreover, it varies con- 
siderably in modus operandi, depending 
upon local laws and ordinances. These 
laws were devised to create purchasing 
authority and at the same time protect 
the taxpayer against collusion and other 
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Another 


' Y, engineered into 
: Lyolures chairs 


Self-leveling 

The flex characteristics of 
the fiber glass base are such 
that regardless of the un 
evenness of the floor, the 
occupant’s weight keeps 
the chair absolutely level 


a 


No refinishing—ever! 


Drop a chair or bang one 
against another — nothing 
will dent, deform or disfig- 
ure this fiber glass base and 
a wipe with a cloth will 
make it look like new. 


PO 


THE STURGIS POSTURE CHAIR COMPANY «+ 


reat STURGIS abhievement: 


that ae + OiSCESS in In movement 


Cures “foot-trouble”’ 


Office workers are prone to 
inflict scars and scuffs on 
chair bases. But a fiber 
glass base is a sure cure for 
this sort of “foot trouble” 


Smart, beautiful patterns 


The glass fiber formations 
produce a pattern of dis 
tinctive beauty  introduc- 
ing a brand new decorative 
note into office chairs 


~~ thanks to this amazing 


Fiber Glass Base 


The sound-deadening properties of fiber 
glass make a chair equipped with this 


fiber glass base virtually noiseless in 
movement, regardless of the roughness 
or unevenness of the floor. This is one of 
several unusual features of this new base. 
Its durability is almost unbelievable. 
No amount of office abuse will dent, de- 
form or disfigure it. And it has the al- 
most miraculous ability to make a chair 
self-leveling on uneven floors. 


Your Sturgis dealer is now showing both 
executive and stenographic chairs with 
fiber glass bases. What’s more, these 
chairs may be selected with the visible 
steel parts finished in STURLON®, the 
extraordinary new finish which has 10 to 
20 times the abrasion resistance of other 
finishes, is warm to the touch and is 
non-corrosive. You can’t beat that com- 
bination! 


STURE CHAIRS 


STURGIS, MICHIGAN 


For complete information and the name of your nearest dealer 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 





‘forms of dishonesty. 

More value for the tax dollar does not 
mean a kind of economy that spells the 
hoarding of money. It means spending 
money wisely—getting 100 cents worth 
of value for every dollar spent. If we 
are to receive maximum value for every 
dollar spent, public purchasing agents 
must have full knowledge of the type 
and grade of commodity that is needed 
for a particular purpose and must, in 
turn, pass this information on to pros- 
pective bidders. Otherwise, we have no 
way of knowing whether we will receive 
the product or commodity that is suited 
for the purpose intended. 

Therefore, adequate specifications are 
vitally important, if the best interest of 
our governmental agency is to be served. 
The purpose of specifications is to ap- 
prise prospective bidders of the work 
to be performed or the commodity to 
be purehased so that, based upon such 
specifications, a proposal may be re- 
ceived which may ripen into a valid legal 
contract. specifications furnish 
the basis for the contract, it is essential, 
that they be prepared with the maximum 
possible clarity and brevity consistent 
therewith. Specifications should not be 
concerned with the methods of purchas- 
ing but should be confined to clear, 
cise and unambiguous description of the 
technical details of the article to be 
purchased or the work to be performed. 


Since 


con- 


More value for the tax dollar can be 
obtained by adhering strictly to the 
principles of competitive bidding. That 
competition has a salutary effect upon 
price will not be denied. The minimum 
price of an article is measured by the 
cost of production, while the maximum 
is measured by the profit that can be 
exacted by the producer. 

To gain more value for the tax dollar 
in public purchasing there must be a 
growing recognition on the part of high 
government officials of the importance 
of their purchasing department. This 
“an best be stated in the words of a chief 
executive of one of the largest manufae- 
turing companies in the United States, 


‘not materials, alone, but 


Harry L. Erlicher, vice president 1m 
charge of the purchasing department of 
General Electric Co.: 

“The past decade has emphasized the 
importance of purchasing and broadened 
its sphere of influence. Progressive man- 
agements have learned that we have 
emerged from our position as mere 
adjuncts in our business to a position 
equal to other professional groups (engi- 
neering, manufacturing, research, ete.). 
This is not spoken egotistically, but 
rather to show that purchasing is the 
logical spot for management to obtain 
also counsel, 
advice, suggestions, and services of 
various types. 

“Because the purchasing agent has 
successfully met the challenge of his 
new role, management now recognizes 
that there is a permanent place at the 
policy-making conference table for him. 
He has filled this place as an all-around 
company executive, capable of supply- 
ing important management know-how. 
Today the purchasing agent’s ability to 
obtain the right materials is taken for 
granted, and his obligations go far be- 
yond this responsibility. He must work 
with production planners, design engi- 
neers and research. He is expected to 
contribute top level thinking to new 
products, new processes, new materials 
and new sources of supply. His work 
begins on the drawing board and ends 
only when the final packaged product 
rolls off the assembly line. In the effort 
to provide a_ better, yet less costly, 
product, he must be alert for value in 
every phase of the operation. 


“With this discussion of the responsi- 
bilities and obligations of today’s pur- 
chasing agent, we have been painting a 


portrait—the portrait of a man who had 
earned himself a fulltime position in the 
top management group. We have been 
describing a man who must have a high 
code of ethics and one whose personal 
integrity is sound. He must be forth- 
right and honest in order to get along 
with his associates, with salesmen and 
with the vendors’ managements. To be 
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BURROUGHS HELPS YOU SELL 
BURROUGHS! Each Burroughs dealer is 
supplied at frequent intervals with 
promotional packages that include: local 
newspaper mats to tie in with the national 
Burroughs advertising campaigns; direct 
mail material; special displays and many 
other valuable sales-building aids. 
Burroughs helps you sell Burroughs 


throughout the entire year! 





with a 
Burroughs 
Adding Machine 


Now is the time to show prospects 
how Burroughs adding machines 
can speed the taking of their annual 
inventories. They cut down time 
needed to compute the value of 
merchandise, and because of their 
ease of operation and accuracy, they 
help prevent costly tabulation errors. 

Your prospects will quickly realize 
the value of the time that a 
Burroughs saves them . . . both 
in January, the annual inventory 
month, and throughout the entire 
year. They will find your visit profit- 
able, and so will you. Burroughs 
Corporation, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S Burroughs 
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IMPRESSIVE FOR IMPRESSIONS 


What more do you want in a du- 
plicating paper than trouble free 
performance and clear sharp im- 
pressions? 

And what less should you put 
up with? The answers — nothing 
more, nothing less! If you get 
smudgy, wrinkled or indistinct 
copy, here’s the right answer. Try 
Eastern papers because they are 
especially designed for office du- 
plicating machine work. The spe- 
cial surfacing and sizing for each 
process — the scientifically con- 
trolled moisture content and the 


precision trimmed edges assure 
clean copy, clear copy every time. 


For improved impressions and 
faster-running performance try 
one of these Eastern office papers. 


Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 


For sample sheets or packets 
ask your local Eastern paper mer- 
chant or write Eastern Corpora- 
tion, Bangor, Maine. 
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ATLANTIC BOND 


Paine PAPER 


MADE BY EASTERN CORPORATION - BANGOR, MAINE 
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able to support his ideas and plans for 
improvements or modifications, he must 
he acquainted with basic sales, engineer- 
ing, and manufacturing principles. He 
must enjoy statistics and their applica- 
tion, and must understand raw material 
markets as well as purchasing and pro- 
duction schedules. He must be familiar 
with basic management principles in 
order that he may delegate authority, 
understand proper channels of com- 


munication and fully evaluate the poten- 
tialities of his subordinates. Of special 
importance, he must have the confidence 


and respect of the salesmen and vendors 
so he may more fully draw upon their 
know-how. As top management assigns 
these new responsibilities to the pur- 
chasing agent and as the man himself 
qualifies to fulfill his job, purchasing 
becomes more and more a top policy op- 
eration.” 

It is the responsibility of publie pur- 
chasing agents to take the initiative in 
developing the approach to this end. 
Publie purchasing is a great field and 
we should all be proud we are a part 
of it. 


Mechanical Reconciliation 
Of State’s Bank Accounts 


AVERY G. HALL 


President, National Assn. of State Auditors, Controllers & Treasurers. 
State Treasurer of New York, Albany. 


HE SIGHT OF A NUMBER of employees 
in an office manually thumbing or 
sorting through cheeks to arrange 
them for comparison with check registers 
or bank statements and to prepare lists 
of outstanding checks has always been 
bothersome to office men. This sight can 
be seen in many offices today, whether 
they, be those of private businesses or 
government. There has always been the 
question, in the minds of many office 
executives, whether the cost of doing 
this job was really justified. This whole 
problem of reconciliation is amplified 
many times when volume is involved. 
The acuteness of this problem in our 
Division of the Treasury in New York 
State’s Department of Taxation & 
Finance in reconciling the unemploy- 
ment insurance account alone brought 
about a study in 1946 which not only 
resulted in the mechanization of this 
particular reconciliation job but also 
brought about the subsequent mechanical 
reconciliation of most of the New York 
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State accounts. Several plans were con- 
sidered originally. Primarily, however, 
they were two types. Needle sort and 
punched cards. At that time the utiliza- 
tion of large volumes of punched eard 
checks by the Federal Government had 
brought about a pretty general ae- 
ceptance of punched card checks by 
bankers and a degree of considerate 
handling by the public. The latter facet 
of the problem requiring the processing 
of mutilated punched eard cheeks which 
would not pass through the machines, 
of course, caused us many headaches in 
the beginning of the State’s use of 
punched ecard checks. This problem, 
however, was surmounted and _ benefits 
in terms of reduced costs for the task 
of reconciling bank accounts were con- 
siderable. 

The mechanical bank reconciliation 
system installed in the Division of the 
Treasury for the Unemployment In- 
surance Benefit Account in 1947 was 
very effective and economical. The 





operating savings on the reconciliation 
of this account during 1948 was $60,- 
000; in 1949, it was over $100,000. This, 
of course, was during a high volume 
period running from 80,000 to 100,000 
checks a day. We find even with present 
loads of 20,000 to 30,000 checks a day, 
in this particular account, substantial 
savings of about 34% over the manual 
methods. This punched card mechanical 
reconciliation system was applied to the 
Veterans Bonus Account in 1948 for a 
volume of 25,000 checks a day and a 
total volume of 1,600,000 during a 
seven or eight month period. 

In addition to these accounts, mechan- 
ical operations have been applied to 
reconcile all series of checks issued 
through the main office of the Division 
of the Treasury in disbursing New York 
State and quasi-state monies. Ap- 
proximately 400,000 checks are now be- 
ing issued monthly through 21 named 
funds. 


The checks processed in reconciling 
these various accounts are prepared 
originally by various methods. Some 
are prepared by Addressograph, some 
by tabulator and some by typewriter. 
Some have the amounts pre-punched be- 
fore the checks are issued and on others 
the banks actually punch in the amount 
so that they can make their corre- 
spondent breakdown and bank state- 
ment listing mechanically. We have 
evolved a single system of mechancial 
reconciliation for all of these punched 
eard accounts. Originally we had a two- 
card system for the tabulator prepared 
checks. A reproduced card was kept 
in the file and collated against the 
cashed punched card check as it came 
in for the purpose of discarding  re- 
produced cards for which there were no 
eancelled checks and tabulating dis- 
earded reproduced cards for outstand- 
ing check listings. This system was more 
cumbersome and more error-prone than 
the present system which is used for all 
accounts regardless of method of pre- 
paration of the punched card checks. 
The basic principle of the system is the 
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running of a tabulator listing utilizing 
a missing number device which indi- 
cates the missing check number on this 
listing. The basic features of this method 
of reconciliation are as follows: 


1. Daily tabulation to check the bank 
statement which is also prepared 
mechanically. 
3atch filing the cancelled checks 
received for the 30 days following 
the date of issuance. 

Tabulation of an arrangement 
which indicates the numbers of the 
outstanding checks and the amount 
outstanding by individual check 
register. 

Preparation of an list of outstand- 
ing checks from this tabulation 
without checking each one back 
against each check register item. 
Mechanical sorting for interfiling 
of the cancelled checks. 


We feel that punched card mechanical 
reconciliation of bank accounts is an 
efficient and economical operation and 
has proved itself in our Division of the 
Treasury in New York State to the 
extent of a savings of 35% in cost of 
operation over the last 6 or 7 years. The 
new advances in accounting machinery, 
and the utilization of the principles of 
electronics In many of the new account- 
ing and business machines, I am sure 
will lead us further toward the allevia- 
tion of many of the onerous, expensive 
office tasks similar to the reconciliation 
of bank accounts, 








"Hey, Stupid! Come in here.” 
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Success story repeated— 
for 52nd time! 


Develop C...¢ 
selected by largest 
U. S. corporations 


DEVELOP Combi — the machine that has revolutionized 
office copying in 52 countries since its introduction in 1949 
— is scoring another quick success in the U.S.A.! Several 
of America’s best known industrial and financial corpora- 
tions*— companies that never buy anything without 
exhaustive and impartial tests — have already installed 
DEVELOP Combi. Others are ordering this compact, eco- 
nomical machine that makes finished photocopies up to 
14” wide and up to any length, from white or colored 
originals, in seconds. DEVELOP Combi exposes, develops, 
prints sharp, clear, perfect copies .. . on all types of stock. 
Choose from four models that will copy even thick books 
without losing the margin! Seeing is ordering. Call for 
demonstration or write for folder. 

*Names on request. 


COPEASE Cox joang— smo 


270 PARK AVENUE, NEW YORK 17, N. Y. © TELEPHONE PLAZA 3-6693 
Some territories still available 
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Internal Auditors Aim to 
Improve Present Practices 


W. T. HAMILTON 


President, Institute of Internal Auditors. 
Manager, Customers Accounting Dept., 
Cleveland Electric I/luminating Co. 


OUNG AND GROWING professions, 
such as internal auditing, must have 
the necessary vitality to be flexible 

in this changing business world. In a 
free competitive economy such as we 
enjoy, business never runs out of prob- 
lems. When one is resolved, two others 
form. The internal auditor must be sen- 
sitive to business managements’ chang- 
ings needs and requirements, and also 
have the capacity to adjust to the sit- 
uation. 

Over the last 15 years, the complex- 
ion of bus‘.ess problems has changed 
several times. During the early war 
vears, expansion of productive facili- 


ties taxed the construction industry to 
the limit and auditors found themselves 
spending considerable time reviewing 
and analyzing construction costs. Soon 
emphasis on production, regardless of 


cost, was the hue and ery. The auditor 
then found himself shifting his empha- 
another line because, with de- 
emphasis on prescribed proce- 
dures were disregarded and _ internal 
controls relaxed. 

Later still, governmental regulation 
increased and regulatory affairs pre- 
dominated. The auditor found he had 
to become familiar with various types 
of governmental contracts, allowable 
costs and expenses involved, price con- 
trols, priorities and allocations, limita- 
tions on material usage, contract ter- 
mination settlements, price-redetermina- 
tions, renegotiations, etc. Today, one 
of management’s prime requirements 1s 
to reduce high costs of operating. Con- 
version from war to civilian activity, 
with supply catching up to demand, 


sis to 


costs, 
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returns free competition to the econ- 
omy. Costs become important again. 
The importance is magnified by con- 
tinued increases in labor and material 
costs, high taxes, material shortages in 
certain industries and consumer resis- 
tance to high priced goods or services. 

In more normal times higher costs 
could be offset by inereased selling 
prices or greater sales volume.  Re- 
newed competition, consumer resistance 
and lagging demand preclude use of 
these solutions today. Today, we must 
look for ways and means of reducing 
costs. More economical operations is 
the answer, of course. If we define an 
economical operation as one in which 
we attempt “to do a job at the lowest 
possible cost in tools, material and man- 
power, consistent with the quality of 
the operation desired,” what role can 
the internal auditor play in this effort? 
How can the auditor gear his activity 
to aid management in solving this eur- 
rent primary problem? 

Traditionally, the auditor has been ex- 
pected to devote considerable time to 
the verification of the reliability of ac- 
counting data from which others made 
studies and analyses, drew conclusions 
and announced decisions. The progres- 
sive and professional auditor, today, 
continues to discharge this control and 
verification responsibility. However, he 
considers this verification as the means 
to a more important end: his own con- 
structive appraisal of operations. 

Verification, in itself, can be effective 
if costs are verified, not only for mathe- 
matical correctness but for soundness, 
by comparing them with costs of simi- 
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far operations, costs of similar com- 
panies or costs of similar industries. 
Where lower costs prevail in other lines, 
causes for the variations may be ana- 
lyzed and action initiated to gain ad- 
vantages disclosed by the analysis. This 
field of comparative cost analysis is 
one offering great potential if intelli- 
gently developed. Beyond this, verifi- 
cation in itself provides little aid to 
management in the problem of cost re- 
duetion. 

With the advent of the constructive 
appraisal approach, the balance-sheet 
type of audit has declined in impor- 
tance from the standpoint of the internal 
auditor. The operations audit, encom- 
passing an objective review of all poli- 
cies, procedures, practices and person- 
nel performance of a group, is rapidly 
becoming one of the most modern and 
accepted approaches. For example, if 
management is concerned about its in- 
inventory position, vertification by the 
auditor of the existence of an inven- 


tory, accurately reflected on company 


books, is only a partial aid to solving 
management’s problem. The application 
of investigative and appraisal tech- 
niques would contemplate a complete 
review of all operations touching on 
the inventory activity from requisition- 
ing and purchasing to final disposition. 
It would, no doubt, involve a review of 
accounting and pricing practices, pur- 
chasing techniques, warehousing meth- 
ods, reviews with operating engineers, 
analysis of paperwork including rout- 
ing of various forms, an objective ap- 
praisal of personnel involved and any 
and all other activities influencing inven- 
tory. Conclusions reached from such 
an appraisal should include recommen- 
dations for improvement—the most im- 
portant end result of any audit. 

Such an audit approach will place 
the auditor in a more favorable position 
to benefit his management. The ap- 
praisal technique includes then, among 
other things, looking behind the figures 
and analyzing operations reflected in 
the figures-—-operations which, if inef- 
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ficient, can be costly if continued. Costly 
malpractices, condoned during the war 
in the interests of higher production, 
have become entrenched in the office as 
well as in production lines. The audi- 
tor, with no direct responsibility for 
either office or production line effort, 
‘an more objectively appraise perform- 
ances to determine effectiveness. <Ac- 
ceptance of this approach has increased 
tremendously. Many reports are re- 
ceived of operating men and office man- 
agers enlisting the aid of internal audi- 
tors in finding weak operating spots 
and effecting improvements therein. 

To perform a thorough and compre- 
hensive analysis of any operation, the 
internal auditor should be familiar with 
and ever conscious of the 4 M’s of cost 
—the four factors most subject to con- 
trol by individuals in an organization: 
(1) manpower, (2) methods, (3) ma- 
terial, (4) money. 

In reviewing the manpower situation, 
the auditor, in completing his analy- 
ses and conducting his reviews of the 
many operations with which he comes 
in contact, is in a position to observe 
and possibly determine the productiv- 
ity of the individual or group under 
examination. In analyzing the person- 
nel situation under review, the auditor 
must be aware of the principles of 
selection, proper placement, training, 
wage plans, work measurements, work 
standards and incentives. Considera- 
tion of the other cost factors of meth- 
ods, materials and money contemplates 
a knowledge of the fundamentals of 
work simplification, forms control, ma- 
chine applications, flow chart prepara- 
tion, time and motion study and other 
features of modern business organiza- 


tion. . 


To apply all known modern tech- 
niques to the audit at hand is definitely 
an ambitious program, but a challeng- 
ing one. In fact, emphasis by manage- 
ment on reduction, productivity, 
cost consciousness and economy mind- 
edness may prove to be the greatest op- 
portunity to date for internal auditing. 


CC st 
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The Railroad Systems and 
Procedures Association 


B. E. WYNNE 


President, Railway Systems & Procedures Assn. 
Assistant to Controller, Bessemer & Lake Erie Railroad, Pittsburgh. 


HE GOAL of the Railway Systems 

& Procedures Association, formed 

less than two years ago, is to help 
railroad managements “realize their 
maximum effectiveness.” High sounding 
as this statement may seem, nevertheless 
the basic thought behind it is nothing 
more than the reason for existence of 
all worth while organizations. Achieving 
it, of course, assumes that we will help 
develop better management controls, 
and wherever possible point out ways 
to do all types of railroad work more 
economically. However, because of the 
nature of the railroad business, ac- 
complishing our purpose requires a 
high degree of inter-railroad and inter- 
departmental cooperation. Perhaps in 
no other industry in the world is this 
nearly so true as in railroading. It 
seems appropriate, therefore, that RS- 
PA is one of the first—if not the first 
systems group set up to fill the needs 


of one particular industry. 
Accomplishments of RSPA fall far 
short of even approaching our goal. To 
date, most of the organization’s activi- 
ties have been along educational lines 
with programs directed toward playing 
up the inter-departmental relationships 
involved in getting some particular job 
done. Also, the educational side of 
RSPA’s activities has emphasized some 
of the “things of the future’ for the 
railroad industry. For example, in 
April, 1953, one day of a three-day 
program was given to discussing the 
possibilities of adapting electronic com- 
puters to various railroad uses. Similar- 
ly, at the association’s most recent meet- 
ing, last November, an entire day was 
spent in discussing the possibilities of 
applying the new science of operations 
research to railroading. In both 
an array of top-flight talent from the 
respective fields was drawn upon. It 


cases 


Panel on applications of electronic computers to the railroad industry, |. to r., R. E. Sprague, 


Computer Research Corp.; M. E. Mengel, Burroughs Corp.; L. 


W. Swanson, International 


Business Machines Corp.; E. C. Berkeley, chairman; W. B. Hebenstreit, Hughes Research & 
Development Laboratories; Arthur Katz, Remington Rand, Inc.; Samuel Lubkin, Underwood Corp. 
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was during these two sessions, incidental- 
ly, that our top attendance was _ re- 
corded. Interesting, too, is the fact that 
a goodly number of persons attending 
these sessions came not from the rail- 
road industry but from banks, in- 
surance companies and manufacturers 
of many kinds of equipment. 


Few problem-solving activities have 
been attempted to date, and all of them 
have been in the paperwork or informa- 
tion-handling field, although RSPA does 
not see itself as just a paperwork or- 
ganization. RSPA expects to set up, 
early this year, at least one problem- 
solving workshop on a subject that in- 
volves the actual movement of trains 
and ears. One of our workshops has 
attacked the problem of dividing the 
revenue from an interline (more than 
two railroads involved in the movement ) 
shipment among the carriers who carried 
the freight. In railroad accounting the 
road on which the shipment terminates 
is responsible for telling ali the partici- 


pating carriers how much of the revenue 
each will get. Settlements are made 12 
times yearly for traffic handled during 
one-month periods. Much of the traffic 
on which these settlements are made is 


recurring traffic, i.e., the same com- 
modities move between the same points 
with great frequency. Nevertheless, in 
theory at least, each carrier audits each 
month the settlements made by the 
other carriers. Much of the work of 
prorating this revenue is done by 
punched card equipment, especially by a 
number of the larger roads. RSPA has 
set out to try to this auditing 
burden by establishing a method for 
coding the abstracts or sheets of paper 
on which each earrier’s division of the 
revenue is stated to indicate that this 
traffic was audited the previous month. 
Furthermore, a standard card form is 
being developed on which settling roads 
will record the proper divisions as the 
settling carrier interprets them. Copies 
of these cards will be furnished each 
railroad which is party to the recurring 


ease 


THe Orrice—January, 1954 


traffic movements. Thus each carrier in- 
volved in the haul will be able to audit 
the cards. Then when the coded ab- 
stracts are received month after month, 
a re-audit will not be necessary except 
on a spot-check basis. Twelve interested 
railroads are working on this plan 
which, if it should prove feasible, prob- 
ably will spread to the rest of the 
industry. 

Another workshop group has been set 
up to deal with the subject of traffic 
statistics. In the first two exploratory 
of this group men from the 
traffic, research, systems and procedures 
and accounting departments _ partici- 
pated. In future meetings of this work- 
shop the transportation and communi- 
cations departments will be involved. 

The paragraphs immediately above 
will indicate that we are trying to 
practice what we preach. We believe 
that joint solutions worked out by the 
various departments involved in a prob- 
lem will work out better in the long 
run than an answer which one railroad 
or one department develops and then 
attempts to sell to—or jam down the 
throats of—the other departments or 
railroads. 


sessions 
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1 Cooperation Between Office 


And Purchasing Department 


E. F. ANDREWS 


President, National Assn. of Purchasing Agents. 
Pitman-Moore Co., Indianapolis. 


RITING FOR A MAGAZINE which goes 
primarily to the office executives 
of the country, the first thing 

that comes to mind is the relationship 
between the various office and purchas- 
ing executives. Down through the years 
I suppose many misunderstandings and 
perhaps some hard feelings have oc- 
eurred from time to time which could 
be traced directly to a lack of knowledge 
of the relationship of the purchasing 
director and the office director; an 
appreciation for each function and its 
potentialities. 

It has been said that the purchasing 
director thinks of the office manager as 
one least willing to cooperate with the 
purchasing function and because of this 
the office manager believes it his solemn 
duty to by-pass the purchasing depart- 
ment if he possibly can. In turn, the 
office manager thinks of the purchasing 
agent as a hard-nosed, arrogant indi- 
vidualist who wants to rule the roost, get 
in on the act and tell everybody in the 
place what they can or cannot have. Of 
course, we all know that the above 
description is no longer true. However, 
in the interest of clarification, I would 
like to state purchasing’s position and 
what it feels the relationship with the 
office executive should be. 

Roy Habercorn, a former president 
of NAPA, once stated that purchasing 
wants primarily three things: (1) recog- 
nition at the management level; (2) 
authority at the purchasing level; and 
(3) eooperation at all levels. This I 
believe is very true. 

So far as recognition at the manage- 
ment level is concerned, purchasing has 
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come a long way and I believe we can 
truthfully say that we are recognized 
at the management level. Management 
has come to appreciate the fact that 
good, sound, modern purchasing can cut 
5% to 10% off the cost of goods pur- 
chased and that the average industrial 
purchasing department spends about 
56% of the industrial dollar. Therefore, 
a 10% cut in the cost of goods pur- 
chased is equal to a 5% direct net profit 
saving to the organization. I believe 
that management knows this and recog- 
nizes purchasing as a_ profit-making 
function and as an executive part of 
management. 

With regard to number two of the 
above, purchasing desires the authority 
at the purchasing level. Many will mis- 
understand this request and will inter- 
pret it to mean that purchasing wants 
to tell everyone what they can and can- 
not have. This is not the case. Pur- 
chasing looks at itself as an authority 
in market analysis, in value analysis, in 
quality determination and in quantity 
determination. Purchasing should be 
and is expert on negotiation, on expedit- 
ing, on price comparison and vendor 
relations. Purchasing, through its day- 
to-day contact with the various sales 
representatives of the organizations ¢all- 
ing on it, is kept constantly aware of 
new developments, price trends, ete. 
Therefore, purchasing wants authority 
at the purchasing level not because it 
wants to tell everyone what they can or 
cannot have, but because it believes that 
by being in on the final steps of any 
negotiation it can best exercise its ex- 


(Continued on page 202) 
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CUT REPRODUCTION COSTS! 
INCREASE PRESENT OUTPUT! 


by making your own negatives for 
offset reproduction with the easy-to- 
operate ‘“‘Seventeen”’ copy camera. 
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“The ROBERTSON 


‘“Seventeen’’ Copy Camera 


A complete, ready-to-use package unit, 
including lens, film holder, electric timer, 
lights, copy holder and storage cabinet. 
Simple enough for anyone to operate. 


Here's what YOU can do with 
the SEVENTEEN” Camera 


Reproduce your own drawings, illustrations 
and pictures for offset duplication 


Cut negative costs approximately in half 


Enlarge or reduce size of artwork for repro- 
duction 


Avoid time delays caused by outside services 


Increase output of present equipment 
Reduce purchase of outside duplicating work 


Keep negative control under direct supervision 
Utilize present personnel more fully 


Utilize present space (only 28 in. x 8 ft. needed) 


Send now for your free 
F R 5 : copy of the ' Seventeen’ 
Manual of Operation, an illustrated 48 
page booklet that shows how anyone 


can easily operate the ‘Seventeen’ cam 


era. No obligation 


¥ 
vobe MECHANIX 


Manufacturers of graphic arts 
equipment for more than 35 years 


3069 Elston Avenue 
Chicago 18, Illinois 





Tabulating Manager's Job 


Grows Daily in Importance 


WILLIAM H. SHORT JR. 


President, National Tabulating Management Society. 


4 
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OME EIGHT YEARS AGO a small group 

of punched-card men, concerned with 

the lack of contact with one another 
and interested in the formation of bet- 
ter lines of communication between 
themselves and other administrators of 
tabulating departments, formed an as- 
sociation that has since grown to be- 
come a valuable and important factor 
in the promotion of the science of 
punched card supervision. The founders 
felt that tabulating supervisors were 
confronted with some rather different 
problems than other types’ of office 
managers. They felt also that they 
had many common interests with others 
of their own profession, and that they 
should gather together and exchange 
ideas on some common ground. With 
this in mind they formed their associa- 
tion. 

This organization was well built, and 
has continued to expand, on a_ solid 
foundation of high aims and purposes. 
The ideals as they are expressed in the 
constitution of the society are definite 
and well written. Specifically they tell 
us that the purposes are to promote the 
exchange of ideas through meetings, 
discussions and publications; to stimu- 
late interest on the part of business 
executives and coordinate the activities 
of such executives in developing the sci- 
enee of tabulating systems; to create a 
research bureau for the study and 
analysis of tabulating problems; and 
to participate in an educational pro- 
gram to further develop the science of 
tabulating systems and management. 

The real basic reasons for participa- 
tion in the activities of such an associa- 
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Senior Systems Analyst, Burroughs Corp. Research Division, Philadelphia. 


tion are summed up in one word 
service. First, to serve ourselves in the 
continual effort to improve our stature 
as the head of a department that is 
rapidly increasing in importance to our 
companies. Second, to serve our em- 
ployees in the fast and accurate perform- 
ance of the many complicated day-to- 
day business functions. Third, to serve 
our fellow tabulating supervisors who 
are faced many times with the same 
problems that we have successfully 
solved in our own installations. 

Only recently has the tabulating de- 
partment begun to go through the proc- 
ess of emerging from the dark, out-of- 
the-way corner of the office into the sun- 
light of the clean, orderly, air condi- 
tioned area of important business aec- 
tivities. With this evolution, the tabu- 
lating supervisor also has emerged from 
the role of a man devoted to putting 
holes in ecards and operating the “ma- 
chine shop” of the office. 

In the not too distant past the tabu- 
lating supervisor and his machines were 
quite often distrusted, and sometimes 
feared, by other supervisors in the com- 
pany. Too many times the tabulating 
supervisor found himself on the defen- 
sive and placed in a position where if 
was necessary to spend many months 
producing exceedingly fast and accurate 
accounting results to prove his value 
and the value of his machines to the 
company. Much of this unfortunate 
situation was caused by a lack of knowl- 
edge and understanding on the part of 
many accountants, auditors and office 
managers. Quite recently these foes of 

(Continued on page 200) 
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A GOLDEN YEAR FOR TEMPO 
MEANS A GOLDEN OPPORTUNITY FOR YOU 


Fifty years of business, production and manufacturing expe- 
rience brings you the TEMPO of today — the finest and most 
complete line of stencil duplicating equipment and supplies. 

With each year showing more progress than the last, this 
year will top them all, for now Tempo offers the greatest line 
of duplicating machines, with a duplicator to fit every produc- 
tion requirement, no matter how large or how small. Five great 
models, with prices starting at less than two hundred dollars. 

The Tempo “Imperial” Duplicator, finest of the high-speed, 
heavy-production duplicators, is making a name for itself 
among those who appreciate the finest engineering, plus first 
class performance. 

And the four electric and hand models of the dual-cylinder 
GEHA Duplicator are opening new sales — bringing in new 
customers from among those who never before considered sten- 
cil duplicating for their office printing. 

Clean in operation and beautiful in results, the Geha Dupli- 
cators, together with Tempo Stencils and Tempo Inks, make 
a complete line, profitable to the dealer—and a line from 
which the Tempo Dealer can satisfy every customer's require- 
ments. 

Make 1954 a Golden year for you, too. Pin this page to your 
letterhead and mail it to us. We will enjoy telling you all about 
this great line of equipment and supplies. 


MILO HARDING COMPANY 
MPo 
Eee 


Reg. U.S. Pat. O# 


LOS ANGELES 
432 West Pico Boulevard 


SAN FRANCISCO PITTSBURGH 
141 New Montgomery Street 317 Third Avenue 











THe Orrice—January, 1954 





Place Responsibility for 
Full Clerical Management 


G. M. GUTHRIE 
Chairman, Office Management Assn., England. 
Office Organization & Staff Manager, British Drug Houses Ltd., London. 


N THE JANUARY 1953 issue many 
contributors drew attention to the 
ever increasing difficulty of attracting 

labor to clerical occupations. Many and 
varied were the reasons given for this 
unfortunate trend and there is no doubt 
that it is a problem which needs very 
serious consideration and remedial 
action. Although another year has 
passed, no change in the situation is 
noticeable and one wonders why. Can 
it be that nothing has been done in 
the matter because no one knows whose 
responsibility it is to take the necessary 
action? 

I do not believe it is known 
certainty in most organizations the per- 
son whose sole responsibility it would 
be to see that the clerical jobs are 
sufficiently interesting and progressive 
to attract the necessary help. Unlike the 
factory where there is usually the work’s 
manager in control of all operations, 
the office or clerical function has no one 
control. The reason for this 
arises out of the fact that the clerical 
unit of any organization is made up ot 
a series of specialized clerical functions. 
For example, there is the company sec- 
retary, accountant, home sales manager, 
export sales manager, purchasing mana- 
ger, advertising manager, transport 
manager and so on, all of whom have 
a number of clerks and typists attached 
to them, according to their needs. As 
each of these specialized functions 1s 
administrative and is conducted in or 
from an office, it can quite justifiably 
be claimed by the manager that he is 
sapable of and is in fact managing 
everything and everyone in his office. He 
does not, therefore, recognize the need 


with 


in sole 
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for anyone else to control the routine 
clerical work of his unit and naturally 
does not like to feel that he is respon- 
sible to someone else for that part of his 
work. He is not really interested in 
whether or not a particularly capable 
member of his staff would better serve 
the interests of the organization if he 
were transferred to another department. 
While his is doing a good job for him, 
he would probably be more inclined to 
resist his transfer. 

In my opinion it is this shifting of 
responsibility for the clerical staff and 
office routine to those who already have! 
a full-time responsibility for their) 
specialized function that we find matters, 
which may be well of general concern, 
treated as purely domestic with no at- 
tention given to their repereussion on the 
clerical organization as a whole. It is} 
not yet universally accepted that the! 
efficient execution of routine clerical 
work can be achieved only by a special- 
ized study of all the methods and) 
mechanical aids which are available to 
us today and that clerks, being much 
more individualistic in their outlook be-| 
cause of the greater mental application 
required for clerical work, require closer } 
attention than others carrying out jobs 
of a more manual nature. 

Unless and until managements realize 
the need for the appointment of someone 
to take the overall responsibility for all 
the clerical functions in their organiza- 
tions, clerical work will not be executed 
economically and with maximum effi- 
ciency and the clerical job and those un- 
dertaking it will not be given the full 
consideration they deserve. Some en- 
lightened managements have seen the 


THe Orrice—January, 1954 








Compare the 10-key ODHNER* 


feature for feature— 
the LOWEST PRICED 
adding machine 

on the market 


Jf For ease of operation Keys need Odhner is electrically engineered. 
less finger pressure, do double-§ Made by the makers of Lo-N@UNE 
Jf duty to cut waste motion. world-famous 10-key touch calculator. 





For noiselessness Unique rotary} superior service. Factory-trained, in 
drive ends vibration and rubber 125 cities coast to coast. 10-year back- 


cushions deaden sound. log spare parts in U. S. A. Built in 
sections with all parts easy to get to. 


f For speed Keyboard fits the hand A FEW TERRITORIES STILL OPEN TO DEALERS 


—all keys are in easy reach. WHO QUALIFY 
*pronounced ODE-NER 


You can count on 
See your local dealer or write 


Odhner Div., Dept. O, FACIT INC. dhner 
500 Fifth Avenue, New York 36, N. Y. or ) 
114 Sansome St., San Francisco, Calif. , : 
Adding Machines 
SOLD AND SERVICED THROUGHOUT THE WORLD 
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wisdom of making the management of 
clerical work a specialized function and 
through the medium of the Office Man- 
agement Association many of the ap- 
pointed executives meet together and 
exchange ideas and experiences on mat- 
ters of common concern. By _ publish- 
ing the results of their deliberations and 
research, much valuable information has 
already been made available to employ- 
ers, and employees and students of office 


management. With an inerease in the 
recognition of the specialized nature of 
clerical work, more executives will be 
made available to bring their thoughts 
and knowledge to bear on this serious 
problem of how to make clerical work 
more attractive to ensure an adequate in- 
take of recruits to cover our industrial 
and commercial needs. Only by a united 
effort of all concerned can we hope for 


SUCCESS. 


Coronation Year Brightened 
Business in Creat Britain 


HARRY WARD 


Secretary, Industrial Management Research Assn., London, England. 


ITH THE EASEMENT of controls, the 
improvement in output in the last 
twelve months has been remark- 
able. The British economy is demon- 
strating that it is as flexible as ever. Its 
industrial existence depends on this. De- 


livery dates are better kept, discipline is 
better, morale is strengthened, econo- 
mies have been effected on a wide front, 


labor disturbances have been slight, 
crime is less. The coronation of Queen 
Elizabeth II took place in a year of 
many achievements and itself was a 
stimulus towards greater efforts. The 
conquest of Everest and success in inter- 
national competition have proved to be 
stimuli more far reaching than one 
would ever expect. There is a feeling 
that the effects of the war are draining 
out of the system. 

Official figures belittle the rate of 
progress; someday they will be adjusted. 
Unemployment is indeed low; most con- 
cerns are short of labor, but not chroni 
‘ally short. There is reduction in num- 
bers employed in the civil service. Prob- 
ably not nearly enough, but enough to 
ease the clerical situation in London and 
to provide more office space and reduce 
the clerical load of the civil service. 
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Clerical workers could easily put more 
effort and gray matter into their jobs 
with nothing but gain to themselves. 
The inevitable effect of increased num- 
bers was lower quality. High centraliza- 
tion of clerical work in London means 
lower grade recruits, the stealing of good 
clerical labor from other parts of the 
country and reducing the quality of 
workers in manual employments. The 
average routine clerical job costs twice 
as much in London as elsewhere. 

There ts great need for more measure- 
ment of office output. It would, and per- 
haps will, produce remarkable results. 
There is much need for improved form 
design because forms are the basis of 
a wide range of clerical work. There is 
a need for appreciation of the high cost 
of clerical work at higher levels. The 
Minister of the Crown, the senior civil 
servant, and the managing director need 
a reminder to ask themselves more fre- 
quently the cost of their decisions in 
¢lerical work and whether a slight modi- 
fication would reduce the clerical load. 
There is always the need to compare the 
cost of the machine operation with the 
lowest possible cost of simplified and 
well studied manual operation. 
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“look boss — 
no hands!” 


INSERTING & 
MAILING MACHINE 


Do away with expensive hand labor ... costs come tum- 
bling down! Inserting & Mailing Machine executes all mailing 
operations. It gathers and inserts up to eight enclosures; seals 
envelope; meters postage or prints indicia; counts and stacks. 
Write for folder, Reducing Mailing Costs by 80%. 


INSERTING AND MAILING MACHINE CO. 
PHILLIPSBURG, NEW JERSEY 
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INSERTING AND MAILING MACHINE CO., Dept. OF. 

PHILLIPSBURG, NEW JERSEY 
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Pay for Individual Effort 
Rather Than Rate for Job 


J. J. RUSSELL 


President, Montreal Chapter, National Office Management Assn. 
Supervisor, General Office & Soles Audit Dept., T. Eaton Co. Ltd., 


LL OFFICE MANAGERS are today con- 

tinuously searching for improved 
"A methods and time-savers which will 
make office operation more efficient and 
thus lower This ever present 
thought is not new and has been the 
constant aim of all active thinking 
progressive office management. We 
would not want to go back to what was 
termed “the good old days” when 
ledgers, journals, cash books, ete., were 
laboriously posted by hand by clerks 
sitting on uncomfortable stools at high 
desks. When “balance to the cent” was 
typical of the times and thousands of 
manhours were wasted to no useful pur- 
pose. Over the astonishing im- 
provements have made in office 
routines. The thinking has changed as 
we have progressed and calculated risks 
have taken the place in many 
where accurate balancing was considered 
essential. 

Having had some 40 years service 
with my company, I have participated 
in numerous changes in procedure that 
have saved time and lowered costs and 
would hesitate to even hazard a guess 
at what our office expense would now 
be if these improvements had not been 
implemented, but I am sure that they 
would be a great deal more. Manu- 
facturers of office machines have de- 
veloped and improved their products 
over the years and have played a big 
part in reducing office costs and our 
thanks is due to all the personnel 
responsible for their achievements. 
However, many new ideas to change 
office routines and simplify the work 
have been brought about by office per- 
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sonnel. These savings are incalculable 
but we have all experienced them and 
they have played a major part in the 
reduction of costs. 

We have found that the least number 
of times you have to handle volumes 
of invoices and saleschecks, the more 
the savings are. For instance, our re- 
ceiving room staff, closely related with 
the general office, has cooperated in 
saving time by reducing the handling 
of invoices without causing delay in re- 
ceiving goods. They stick a printed form 
on the face of each invoice and then 
place them by department in a sorter. 
in this way, they reach the general office 
pre-sorted whereas formerly they had to 
be rubber-stamped on the back and then 
sorted by department. This saves two 
operations. 

Likewise in our sales audit, sales 
clerks are a big factor in reducing the 
number of times that saleschecks are 
handled in the office without asking 
them to do any extra work. By adopting 
an idea of crediting from the 
triplicate portion which is enclosed in 
the clerk’s tally envelope, the sales- 
checks are received in our sales audit 
department pre-sorted as to depart- 
ment, clerk and for missing checks. 
In other words, all saleschecks made 
out each day by every salesperson im 
the store are fully prepared for audit 
without any further handling. It is the 
simplest known form of presenting 
masses of individual saleschecks for 
audit, which otherwise would require a 
large staff to prepare. These two illustra- 
tions are only an example of the many 
time-savers developed to show that team 

(Continued on page 197) 
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REPRODUCTION COLLATOR 
D ° A fon You 
$ 


Saves Money 


The COLLATOR will Save 
Money because it requires 
one operator 


Saves Time 


The COLLATOR will Save 
Time because it collates 
110 sheets per min. 


SPECIFICATIONS 


40 Inches 
WIDTH 23 Inches 
LENGTH ..... ..48 Inches 
POWER 110 Volts 60 Cycle A.C. 
WEIGHT 275 Lbs. 
MOTOR . V/3_H.P. 
CABINET _. All Aluminum 
FRAME .. Steel 


HEIGHT 


The model A-500 Collator was speci- 
fically designed to meet the demand 
to simplify the collating problem with 
many large manufacturers and gov- 
ernment offices. 


If you have a large volume of paper 
work to be gathered it will save you 
valuable time. It collates accurately 
— is designed to eliminate duplicates, 
skips or misses. 


So that we might assist you in solving 
your collating problem, write or phone 
us so that a demonstration can be ar- 
ranged either at our Detroit or Chi- 
cago offices. 


REPRODUCTION PRODUCTS CO. 


12790 Westwood Ave., Detroit 23, Mich. 
9000 King St., Franklin Park, Illinois 





We said it.-- 
Now everyone's 
saying is! 


Name .-- w. L. TALBERT 
Company - -- TALBERT OFFFICE EQUIPMENT 
Address - - - 124 North Walcott Street. Casper, Wyoming 
In Dictating Machine Field .-- APPROXIMATELY 29 YEARS 
Types of Dictating Machine wa 
NEW . - - Dictaphone and Gray Audograph and REX RECORDER 
OLD..-- Dictaphone and Gray Audograph 


Time after time, our deaiers have 
sent us letters like the one reproduced 
here... Yes, we said it 

,,. now everyone's saying it. 

REX RECORDER 1S THE FINEST 
DICTATING MACHINE MADE TODAY! 


Write for the nome of your 
neares! deoler -. - - for a 
free demonstration ot your offices. 


EXCL 
USIVE NATIONAL DISTRIBUTORS 


AMERICAN 
DICTATING 
MACHINE ¢ 
0., INC. 


65 Madi 
ison Avenue, New York 16 
ESTABLISHED 1923 an ae 
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Requisites for Modern 


Personnel Administration 


RUSSELL L. MOBERLY 


President, American Society for Personnel Administration. 
Director, Management Center, Marquette University, Milwaukee. 


®FICE MANAGERS and supervisors will 

be interested in some of the ae- 

tivities of the American Society 
for Personnel Administration because 
these so directly tie in with offiee ad- 
ministration problems. The society was 
started about seven years ago to fill the 
gap caused by the absence of a truly 
natioaal personnel group. The or- 
ganizers were responsible personnel peo- 
ple who wanted a truly national or- 
ganization which could be run by per- 
sonnel people in a democratic fashion, 
and which could serve all personnel ad- 
ministrators in the variety of ways 
which will be mentioned below. Since 
its inception there has been a steady 
growth, both of purpose and member- 
ship. It has taken several years to 
hammer out broad policies and deter- 
mine the direction the society should 
take but at the present time there seems 
to be a maturity of purpose which 
augurs well for its future. 

In addition to a nationwide, grow- 
ing membership, there is now estab- 
lished a complete regional organization 
with the country divided into six re- 
gions, each headed by a regional vice 
president with district representatives 
representing the larger business and in- 
dustrial centers. Chapter organization is 
proceeding at a steady rate. Thirty- 
five working committees at the national 
level are dedicated to developing serv- 
ices both to the society and to its in- 
dividual members. In describing some 
of the principal activities which have 
bearing on the office management fune- 
tion, it should be kept in mind that 
these do not constitute all the interests 
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of the society which are as broad as 
the field of management itself. 

The founders of the American Society 
for Personnel Administration recog- 
nized that many of the early personnel 
directors, like office managers, came up 
through the ranks with no particular 
training in personnel techniques. As 
these techniques became better under- 
stood and more needed, particularly in 
larger and more complex business and 
industry, members of the society be- 
came more convinced than ever that 
their mission was to provide training, 
inspiration, instruction, suggestions, re- 
search and ideas to people interested in 
the field, or already in it but relatively 
untrained. So it is not surprising to 
find its objective stated as follows: “To 
advance and develop ethics, methods 
and research toward higher standards 
of performance in personnel adminis- 
tration.” 

Personnel management, like office 
management, has a history of ups and 
downs. During depression periods there 
was wholesale elimination of inefficient 
and uneconomical departments but. it 
was also during this period that pion- 
eers in the field developed the founda- 
tions of our modern personnel practices. 
Many of the aecepted techniques in use 
today can trace their beginnings to the 
depression necessities. Unfortunately, 
as is often the case, many of these ideas 
and practices of 20 years ago have out- 
lived their usefulness, and again we 
find great numbers of personnel diree- 
tors following established routines they 
have neither thought through nor adapt- 

(Continued on page 124) 





Netherlands’ Small Business 


Needs Improved Offices 


GERH. H. F. VELDKAMP 


Secretary, Nederlands Instituut voor Efficiency (NIVE), 


HE DEPRESSION which hit the world 

in the late twenties and the 

sequent need for extreme economy 
shocked Dutch industry into recognizing 
the importance of getting their efficiency 
up to a higher level. Realizing there 
was a better chance of effecting this if 
they combined forces, big business 
formed several organizations such as 
the Netherlands Institute of Manage- 
ment (NIVE), Netherlands Institute 
for Documentation and Filing (NIDER) 
and Netherlands Organization for 
Standardization (HCNN }. Together they 
tackled their problems in this field by 
exchanging ideas and suggestions. With 
interest once awakened, industry steadily 
proceeded to bring about a_ greater 
organizational efficiency in production, 
office work and selling. 

Until after the last war the activities 
in this field were for the greater part 
confined to big business. Then, in the 
postwar period, the Marshall funds ad- 
ministered by a new organization, the 
Contactgroup for Increasing Produc- 
tivity (COP), supplied the means for 
an extensive campaign which succeeded 
in also winning over small business to 
the conviction that increasing produe- 
tivity through better management is a 
must for our national economy. These 
funds, however, are now nearly ex- 
hausted. Yet emphasis has been placed 
on the importance of giving more at- 
tention to small business. This has faced 
the various organizations working in the 
field of management with the task of 
drawing small business into the cirele of 
their activities. The necessity for co- 
ordination of effort in executing this 


con- 
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task has become increasingly apparent 
and will be strongly promoted in future. 

Both COP and NIVE have recently 
made a start in carrying out their plans 
in this direction. COP has sponsored 
several regional meetings to discuss 
with directors of small business their 
needs and desires. These meetings pre- 
ceded NIVE’s 25th Annual Congress 
which also focused attention on small 
business, covering its problems from 
various angles. From these meetings 
which, judged by Dutch standards, 
boasted an enormous attendance, the 
following suggestions for reducing small 
business’ management troubles emerged : 

More cooperation between producers 
(subcontracting, for instance, is scarcely 
known here). 

Increased and better research (which 
could be effected by collective com- 
missions to our National Board for 
Industrial Research). 

Deriving more profit from documenta- 
tion facilities which are highly developed 
in The Netherlands. 

Improve business administration. 

The lack of an efficient administration 
seemed to be one of the major problems 
confronting small business. Its organiz- 
ation reflects to a great extent the 
personality of its leaders who generally 
have a better understanding of technical 
matters than of the complexities of 
modern office management. This leads 
them in many cases to underestimate 
the importance of the office as a source 
and other vital data, even 
though there is abundant literature on 
the subject. Attention was called to a 
report on management methods and 


of eosts 


THe Orrice—January, 1954 





It counts a lot 
ee. Where it’s needed! 
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Thousands of firms now use the Tickometer to 
count sales slips, coupons, tags, invoices, tickets 
practically anything made of paper. It not only 
saves the time and work required by hand- 
counting—but makes results available eight to ten 
times faster. It’s so accurate that banks use it to 
count currency and checks up to 1000 a minute! 

The Tickometer can be (optionally) equipped 
to mark, imprint or ‘“‘rubber stamp,”’ while count- 
ing. Food and drug firms use the Tickometer to 
code product labels. Others use it to date-stamp 
and endorse checks and other items. 

Rented, rather tha; sold, the Tickometer re- 
quires no capital investment. PB service is 
available from 201 locations, coast to coast. 

Ask the nearest PB office for a demonstration 

or send the coupon for free illustrated booklet 


A and folder, ‘““T'welve Case Studies of Savings.”’ 


= PITNEY-BOWES 


© Tickometer 


- 


Counting, Imprinting Machine 


Made by the originators of the postage meter 
¢e- Offices in 93 cities in U. S.and Canada 


PitNEY-BowEs, INc. 
3436 Pacific St., Stamford, Conn. 


[] Send Tickometer booklet [) Send case studies 


Name 








! Address 





efficiency control in American industry, 
written by the Dutch members of an 
International Productivity Team visit- 
ing the U. S. A. in 1951 under the 
Technical Assistance Program. 

The office of small business should be 
organized along clear, simple lines to 
furnish management with the basic 
facts needed for an overall picture of 
the way. the business is functioning. 
The office can help to solve manage- 
ment’s difficulties in planning production 
and sales by continuously stimulating 
its interest in financial matters. Clear 


Help the 


monthly financial statements and up-to- 
date information concerning the results 
of the business will be constructively 
helpful to this end. 

Because of the vital role small busi- 
ness plays in stabilizing our nation’s 
economic structure, a definite increase 
of its operational efficiency is required. 
As a result, 1954 will witness wide- 


spread activities being directed at im- 
proving the administration of small busi- 
ness and at bringing the office up to the 
standards required to meet ever increas- 
ing demands for higher productivity. 


Schools to Train 


Craduates for Offices 


DR. LLOYD V. DOUGLAS 


President, United Business Education Assn. 
Head, Dept. of Business Education, lowa State Teachers College, 


RTICLES, STATISTICS and advertise- 
ments everywhere underscore the 
need for and the searcity of of- 
fice help. The reasons, of course, are 
numerous. Whose task is it to correctly 
anticipate and correctly prepare to meet 
this problem? How much can your 
local school do? How much is it do- 
ing? Have you, an expert in office 
problems, succeeded in giving all the 
help you can to your own school, or 
schools, right in your own community? 
There are many avenues by which 
you may bring your special knowledge, 
ability and judgment into use to help 
your school do a superior job. Only 
you, with your knowledge of your school, 
your community and your own abili- 
ties can well judge which is best to 
use. Yet, there is one basic and im- 
portant place at which every office 
executive can start safely; you can start 
by making a thorough study of what 
your own local school is attempting 
to do about the problem of office help. 
I hasten to add two warnings: (1) 


106 


Cedar Falls. 


don’t jump to conclusions based on 
your first or limited information, and 
(2) don’t let your school people get 
the feeling that you are trying to tell 
them how to run the school! Those of 
us in the teaching profession like to 
consider ourselves especially prepared 
to make the decisions about our schools. 
We feel we have a _ responsibility to 
students, to parents, to the entire com- 
munity, and to society; and we take 
our responsibility seriously. However, 
we just as surely realize we have prob- 
lems which cannot be solved adequate- 
ly without your cooperative advice and 
assistance and we just as surely want 
and weleome that aid. 

I’m not defending the shortcomings of 
education and educators; we have too 
many of them, admittedly. You may 
well be thinking that you already are 
cooperating to a high degree with edu- 
eation; that you back schools; 
that vou eneourage the use of your 
office for educational field trips; that 
n page 121) 
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Folds up to 
6 stapled sheets 


Monthly 
statements 


a 


Form letters 


Wego 


a 


And many 
others 


WHAT OTHER OFFICE EQUIPMENT 
PAYS FOR ITSELF SO QUICKLY? 


This new low-cost machine makes automatic folding a 
money-saving investment for even the smallest office. 
Used only one hour a day, it pays for itself in a few 
months. Makes all standard folds and many more— 
handles up to six stapled sheets and folds paper up to 
36 pound weight in widths from 3% to 9 inches. 


For more information (or, if you would like a demon- 
stration in your own office) simply mail the coupon below. 


AB DICK 
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pom "A.B. DICK” 1S A REGISTERED TRADE MARK OF A. B. DICK COMPANY= — 4 


A. 8. DICK COMPANY, 0-154 
5700 Touhy Avenue, Chicago 31, IIlinois 


00 I'd like full information about your folding machine 
(0 Please arrange a folding machine demonstration 


NAME POSITION 
ORGANIZATION 
ADDRESS 
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To Hold Down Costs, Get 
Full Value of Money Spent 


HOWARD V. WIDDOES 


President, Office Equipment Manufacturers Institute. 
Vice President and General Sales Manager, Remington Rand Inc. 


ERHAPS A SALES MANAGER may not, 

on the face of it, seem to qualify as 

an authority on office management. 
Nevertheless, the problems one indi- 
vidual has encountered during an adult 
lifetime in sales indicate that they are 
essentially the same as the problems 
that constantly confront every member 
of office management. The human ele- 
ments are there, as well as the material 
elements. Productivity may be measured 
in different terms, but sales results are 
in themselves, if anything, a more sensi- 
tive barometer of the strengths and 
weaknesses of the organization. 


It is a cardinal principle of manage- 
ment to study weaknesses with a view 


toward eliminating them. This is a con- 
tinuing task, since we tend to lose sight 
of certain basic weaknesses, notably 
during periods of high volume activity. 
They are often brought to light by a 
fluctuation in business conditions. When 
this occurs, we have two choices. We 
can either make the mistake of regarding 
them as temporary difficulties which 
must be accepted as signs of the times, 
or recognize them for what they are 
inherent weaknesses which have 
with us all along. 

By choosing the latter, realistic course, 
we both commit ourselves to a solution 
and signify that one is possible. We do 
not have far to look for the root of our 
difficulties. Almost invariably it lies in 
the departure from fundamentals which 
have been in existence as long as modern 
American business. The manner in which 
these fundamentals are expressed may 
vary among business fields, but they 
have one thing in common. They were 


been 
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originated to cope with competitive mar- 
kets and, as such, place a premium on 
optimum results at a minimum of neces- 
sary time and expense. 

The fundamentals of selling, for ex- 
ample, consist of getting to the pros- 
pect, demonstrating the product, creat- 
ing interest and convincing the consumer 
of the benefits he will attain. In the 
office, the key terms are organizing the 
work, setting up schedules, adhering to 
the routine and adopting efficient pro- 
cedures. Cutting across every field is 
the necessity for adequate personnel 
programs and selective criteria. 

These are only a few business pre- 
cepts. Anyone in management today can 
enumerate them easily and go on to add 
considerably to the list. The important 
point, however, is that once funda- 
mentals are established they must be 
reiterated. This does not imply senseless 
repetition or mere lip service. It does 
mean that management has certain 
guideposts which it should never permit 
to go unnoticed or become obscured. 
There should be no reluctance to eall 
attention to practices which we feel are 
being neglected. When we do so, we 
often restate old policies which worked 
well when conditions were not so fluid 
as in recent years. Older employees may 
have to be reminded and newer per- 
sonnel re-educated. 

Today, the costs of doing business 
have risen tremendously and the neces- 
sity for lower operating costs has grown 
in proportion. The management of the 
forward-looking organization does not 
regard a drive to cut expenses as 
symbol of retrenchment. Instead it 
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FABULOUSLY EFFICIENT — Supeu MEW 
Hecto Ink 


FOR THE SKIN 


See the clear, clean, frosty-fresh pink color — feel the smooth, cool rich texture 
of the NEW PAX Hecto Ink Cleansing Cream. Watch the speed and efficiency 
at which it works — then you'll know why women enjoy using it. The fine, faint 
fragrance lingers on the skin but is so light that it can’t interfere with personal 
perfumes. Have your buyer send for a free sample on your company letter- 
head today and try it yourself. 


54-4 


G. H. PACKWOOD MANUFACTURING COMPANY 
Manufacturing Chemists 
1545 TOWER GROVE AVE. « $T. LOUIS 10, MISSOURI 
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IDEA-PACKED THEME 


of the 


12th ANNUAL OMAC 


SEMINAR and 
BUSINESS SHOW 


Monday, March 8, through 
Thursday, March I1, 1954 


‘ ! 
At the Conrad Hilton Hotel, DON'T MISS IT! 


Chicago Put it on your calendar, @ 


NOw! 
AS TAS 
iy, 


The OFFICE MANAGEMENT stay 
ASSOCIATION of CHICAGO ° 


105 West Madison St. Chicago, Illinois 


110 THe Orrice—January 





brings home the fact that every dollar 
saved is an increase in profits. This is 
a positive rather than a negative ap- 
proach. We do not propose austerity 
but a dollar’s return for each dollar 
spent—not an unreasonable goal. In a 
sense, we apply the same yardstick to 
the office as the home, budgeting dollars 
and time to get the fullest use out of 
both. In this respect there is no essen- 
tial difference between business and 
household. Each tests our ability as 
managers by the control we exercise 
over expenditures, 

Time is another element on which true 
value can be placed. Top management 
personnel are frequently at fault in this 
area, setting up basically sound pro- 
cedures which they then proceed to 


hamper by insisting that the operating 
detail be cleared through them. Instead 
of direct, swift action, the result is 
slow motion, characterized by ineffi- 
ciency and an avalanche of carbon 
copies. What management has actually 
done here is to constitute itself its own 
bottleneck. The solution .is simple: 
delegate the authority to the proper 
staffs and insure that the work is chan- 
neled through them from the field or 
various departments. 

Lower costs and time-savings are two 
of the dominant problems in office man- 
agement today. Constant research by 
this country’s office equipment manutac- 
turers is providing the necessary tools 
for management to meet and solve these 
problems. 


Small Business Can Profit 


From Office Mechanization 


S$. GORDON SLOAN 


President, Office Appliance & Business Equipment Trades Assn. 
of Great Britain and Ireland. 
Managing Director, Rubery, Owen & Co Ltd., London, England. 


HE TEMPO OF WORLD TRADE today is 

perhaps greater than it has ever been. 

Competition is keen and growing 
keener still, industrial processes are 
more complex and the necessity to ten- 
der at the lowest economic price, if you 
want the contract, is essential. All these 
factors require of management greater 
knowledge, understanding and initiative 
demanding in their turn fuller use of 
precise methods of managerial control, 
closer works study, budgetry and quality 
appreciation, and at the same time re- 
ductions in routine operational expenses 
in every field. 

But if management has to spend 
valuable time obtaining the data to 
execute control, it is leaving itself with 
less and not more time to plan. If when- 
ever detailed statistics are required the 
whole routine of a department has to 
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be upset, hopes of cutting overhead 
will rapidly fade. So the question is to 
find some means whereby just everything 
which may be wanted is readily to hand 
at all times. That boils down to genuine 
management efficiency. As Sir Miles 
Thomas, Chairman of the British Over- 
seas Airways Corp., said recently, 
mechanized processes give executives 
time to think. The most valuable com- 
modity in running a business is execu- 
tive time and the point of mechanical 
processes is to relieve executives—and 
that goes for management as a whole 
of many of their routine responsibili- 
ties. 

Facts, to be of use in planning, need 
to be obtainable not only quickly but 
should be in the main available the whole 
time. That way they arouse natural 

(Continued on page 177) 





Get the Smart Students to 
Take Commercial Courses 


H. T. BARNES 


President, National Business Teachers Assn. 
President, Barnes School of Commerce, Denver. 


USINESS INFLUENCE in our society 


has been so complete that it is diffi- 


cult to comprehend any manner otf 


living without it. It has 
every tacet 
upon everything we do. It has become 
the integrating force, the means by which 
our wants and desires are filled—some- 
times even established. Without busi- 
ness, our modern society could not func- 
tion. 

The food we eat, the clothing we wear, 
the houses we live in—all are products 
of business enterprise. The cars we 
drive, the streets we drive on, the 
traffic lights; the movies, radio and 
television; the streamliner train, airline 
flagship and the taxicab—all are the 
products of business productiveness and 
distribution. This is truly a 
world! 

One of the primary aims of educa- 
tion should be to help students to live 
intelligently in this business world. It 
is well-known by businessmen that a 
lack of general business understanding 
is the most serious knowledge deficiency 
of beginning workers. Few students 
have an adequate grasp of business fun- 
damentals. 

All students should know about busi- 
institutions—their organization, 
functions and practices, and the fun- 
damental part they play in the Ameri- 
ean system. The humble beginnings of 
free enterprise, its mistakes and _ its 
triumphs, its exploitations and its con- 
tributions; its productive and organi- 
zational genius which helped produce 
the high American standard of living, 
and its emergence as one of the most 


permeated 


business 


ness 
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of our existence, touching 


powertul influences in this industrialized 
world should be part of the understand- 
ing of all youth. In the complicated 
development of business, certain prob- 
lems have arisen which should require 
special study, and schools can make a 
valuable contribution to the effective 
functioning of the economy through 
directing attention and intelligent appli- 
cation to the solution of these problems. 
The relationship of labor and manage- 
ment, of government and business, of 
peaks and depressions, and 
the field of distribution are only a few 
examples ot the many challenges offered 
the business teacher. 


economic 


One of the most important phases of 
training any young person is to develop 


within him a full understanding and 
appreciation of the system of free enter- 
prise, competition and private property, 
on which the American way of life is 
based. It is imperative in these days 
when the economic structure of the 
country is being seriously challenged 
by a strong foreign power, that the 
schools assume the task of developing 
responsible citizens who appreciate, 
through thorough and critical analysis, 
the virtues and vitality of free enter- 
prise over systems which promise more 
but actually operate less efficiently, and 
which achieve what they do accomplish 
at the expense of the individual and 
American ideals of liberty and freedom. 

Students should be made aware of 
the opportunities open to them in the 
business world. Too often students who 
show no special aptitude or liking for 
business subjects are advised to take 

(Continued on page 194) 


THe Orrice—January, 1954 








When you adopt efficient Macey methods, you 
2,800 to 64,000 __ get automatic collating designed to your spe- 
h h cific needs. Macey Production-Rated Collators 
Sheets per hour come in 4, 8, 12 and 16-station models, with 
such efficiency builders as an offsetting jogger, 
ont a stapler, a tape delivery. For an idea of how 
much you can cut costs with a Macey, send 
for our file of actual case studies of work sim- 
plification — using Macey collating methods 

—in companies you'll recognize. 





FLEXIBILITY 


mea 


COLLATING METHODS 


+ + «prime aid to work simplification 


et on 














b /! WARRIS-SEYBOLD COMPANY 
J 


Special Products Division 
Dept. A., 4510 East 71st St., Cleveland 5, Ohio 


Please send me the free Macey case history file. 


Name 





Company 





enbhin coin enbaeap inn anyeaisinigicabougeal 


Address____ 
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an electric typewriter ’? 


Then this is “must’reading for you! 


In today’s crew-cut economy, where 
the distance between costs and prof- 
its is short, electric typewriters can 
be a big help. 

Royal Electrics, for instance, can 
get more work done faster and 
thereby free personnel for other 
duties. 

Royals can also produce letters 
the like of which you have seldom 
signed before, letters which are the 
most clean-cut ‘“‘salesmen’”’ you 
ever saw. 

As for secretaries and typists— 
the easy operation of Royal Elec- 
tric, its speed, its concise press 
work, its electricity even—all mean 
higher morale and greater pride of 
achievement. The machine gives 
them a real boot. 


QYAL 


ELECTRIC + STANDARD 
PORTABLE 
Roytype Typewriter 
Supplies 
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Royal Typewriter Co., Inc. (Sales Dept.) 0-14 
2 Park Avenue, N. Y. 16, N. Y. 


We would like a Royal Representative to show 
us how the Royal Electric performs. We under- 
stand there is no obligation. 


Your name 
Company name 


a an 


Royal Electrics are made by a 
company who makes nothing but 
typewriters . . . folks who have 
been in the typewriter business 
since 1904. 


These are the people who make 
Royal Standard Typewriters, pre- 
ferred in business 214 to 1 by those 
who type. In fact, the makers of 
Royal Electrics are the world’s 
largest manufacturers of type- 
writers. 

So—before you buy an electric 
typewriter, get a closer view of 
Royal Electric, its performance in 
your office, and its reasonable price. 

A Royal Representative will be 
glad to call and show you this fine 
writing machine. Please send in 
the coupon below. 


— 
— 
“ 





“Time for everyone... how does he do it?” 


How does he do it? How can he pack twelve 
hours of work into an eight hour day? 

The answer is simply this. He has learned the 
secret of all successful executives. He has learned 
how to organize time—for in business today time 
is the critical factor. 

Note how “time economy” enters into his 
choice of equipment. His desk, for example, has 
been specially “time-engineered” by Shaw-Walket 
to cut time-wasting details to a minimum, to 
leave his desk and his mind clear for action. 

Only Shaw-Walker could design this “execu- 
tive” desk. It was born of more than fifty years 
of serving the needs of American business. 

Since 1899 Shaw-Walker research has de- 
veloped close to 4000 time-savers to help make 
the most of every working minute—desks, Fire- 
Files, filing cabinets, loose-leaf and payroll sys- 
tems—everything for the office except machines. 


_ Built Likea 


GHAW-WALKER 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 
Executive Offices at Muskegon, Michigan 








The Shaw-Walker Desk is “time 
engineered’’ 18 ways to save time and 
space in every office job. Drawers 
are “‘work-organized” to pre-position 
all work and working tools — keep 
desk top clutter-free Seventy-six 
models, eight distinct styles. 











Skyscraper” 


Write for FREE BOOKLET 


The booklet, “Time and Office Work,”’ is 
packed with ideas for stretching office 
time. A wealth of information on “‘time 
engineered” office systems and equipment. 
36 pages! Many color illustrations! Write 
today, on business letterhead to: 


Shaw-Walker, Muskegon 50, Michigan 
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Management Gains When It 
Advances lts Secretaries 


LILYAN MILLER 


President, Notional Secretaries Assn., Kansas City, Mo. 


O YOU KNOW THE MEANING OF 
CPS? These letters stand for Cer- 
tified Professional Secretary, the 

certifying program sponsored by the 

National Secretaries Association. The 

Certified Professional Secretary Insti- 

tute administers an annual examination 

at the leading colleges and universities 
in the United States. These educa- 
tional institutions are known as “cen- 
ters’ for the examination. The insti- 
tute is comprised of six members from 
the educational field, six members from 
business and industry, six members from 
the National Secretaries Association, 
the national president and the imme- 
diate past national president of the 
association. Dr. Estelle Popham of 

Hunter College, New York, is presently 

the dean of the institute. 

The members of the institute from 
education write the 12-hour examina- 
tion covering six areas consisting of: 
human relations, business law, econom- 
ics and business administration, secre- 
tarial accounting, stenography, and 
general secretarial and office procedures. 
After the examination has been drafted, 
a meeting of the institute is held to 
analyze the questions and determine that 
the content is based on experience and 
practical knowledge as well as theory. 

While the overall educational pro- 
gram of the National Secretaries <As- 
sociation is geared to attain the main 
objective of the association—the up- 
grading of the secretarial profession 
the association has not limated the bene- 
fits of this examination to its own mem- 
bers. It may be taken by anyone who 
is able to meet the qualifications as set 
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up by the institute. The first annual 
examination was administered in 1951 
to approximately 300 secretaries at 13 
centers. In 1952 a total of 500 seere- 
taries qualified to take this examination 
at 27 centers and, in October, 1953, it 
was given to 700 secretaries at 
ters. 

With a total of 185 individuals priv 
leged to hold a Certified Professional 
Secretary Certificate (the results of the 
1953 examination are not yet known), 
it is recognized that the examination 
is a difficult one. ‘Yet the interest in 
the examination is steadily increasing. 
Those who do not pass all six areas 
of the examination continue their studies 
and re-take the failed subjects a second 
time. 

The matter of operating costs is an 
everlasting 
Members of the 


33° cen- 


concern of management. 
National Secretaries 
Association recognize this important 
factor. They know that if every em- 
ployee has a keen interest in the job 
being done, has the desire to do that 
job well and is willing to carry a full 
share of responsibility rather than a 
half-share or even costs can be 
reduced. Edueational programs are 
held at the monthly ‘meetings of NSA 
chapters so that members may broaden 
their knowledge of what business is in- 
terested in, and learn of ways to im- 
prove themselves on the job through 
speakers representing business or edu 
cation. 

Review courses are conducted through 
the cooperation of universities and col- 
leges in cities where chapters are lo- 


less, 


(Continued on page 174) 





Studying Employee Morale 


Usually Is a Job for an Expert 


R. E. WILLIAMS 


Executive Secretary, Assn. of Consulting Management Engineers, New York 


HE WORD “MORALE” is a rather small 

English word, used glibly by a great 

many people, understood by rela- 
tively few. My dictionary says the word 
means “a condition dependent upon such 
moral or mental factors as zeal, spirit, 
hope, confidence, ete.’ Now all that 
remains is to define the definition in 
terms we can use and understand. 

First, you will notice that morale is 
defined as a condition. High morale is z 
feeling that surrounds people who have 
a job to do, and who enjoy doing it. It 
is an emotional prod received by people 
who have clearly defined objectives and 
the will to reach them. It is the feeling 
of calm engendered in those who believe 
that ultimately they will reach their 
goals, and that adequate rewards will 
be given for diligence. It is the eondi- 
tion of serenity that comes from self- 
confidence and confidence in one’s asso- 
ciates. 

Since we are interested in morale 
only as a condition that ought to be 
unde?’ the control of a competent man- 
ager of people, we can simplify this 
somewhat wordy definition by saying 
that for practical purposes the word 
“morale” is synonymous with the word 
“pride.” A worker with high morale is 
proud of his company, proud of his boss, 
proud of his job, proud of his accom- 
plishments, proud of himself. 

Many old-fashioned business mana- 
gers would pooh-pooh the idea that 
pride or morale of workers should be 
catered to. “Keep ’em seared and work 
the hell out of ’em,” the old-timer says. 
It would be nice to say that this is an 
antiquated idea, but it isn’t. Lots of 
office managers still use the old seare 
technique because they haven’t learned 
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how to do anything else. The office 
manager who himself as a slave 
driver instead of a leader levies heavy 
penalties against himself and his com- 
pany in these ways: 

Lowered productivity. Workers with- 
out pride are workers without incentive. 
Productivity is bound to be low or highly 
variable. 

Lowered quality of work. A worker 
who does a job only because he is told 
to do it makes more mistakes, has more 
accidents and may take a secret delight 
in embarrassing the boss by contributing 
to chaos. 

Higher costs. An increase in the cost 
of a job is a sure corollary of low 
productivity and low quality. 

High personnel turnover. A dissatis- 
fied worker may stay on the job in bad 
times because he fears he cannot find 
another job. In these days, the job must 
provide some satisfaction or you don’t 
keep a worker very long. 

Poor public relations. If your em- 
ployees feel mistreated, your company 
gets the reputation of being a “poor 
outfit to work for,” so you have trouble 
finding new employees and your com- 
pany’s business as a whole may be 
adversely affected. 

Once you have decided to try to build 
high morale in your organization, you 
are really on dangerous ground. The ob- 
vious first step is to ask yourself, “What 
things would improve morale as far as 
I am concerned?” Then assume that the 
same things would improve morale in 
your entire organization. But this is 
exactly the wrong step. Don’t kid your- 
self that you understand your employees 
and know how they feel about their jobs. 
Several careful morale studies have 


sees 
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Get out of the Maze —Let OLD TOWN 
Single Print Method minimize and 
streamline your paperwork! It’s the di- 
rect road to routine business form effi- 
ciency—gives you a uniform, machine- 
perfect system that is inéallible — 
eliminates the confusion, wasted time 
and costly errors of obsolete re-write 
methods. 


For speed, accuracy and reduced costs 
in all your paperwork use an OLD TOWN 
Spirit Duplicator — makes 140 perfect 
copies a minute from a single master 
of anything that you can write, type, 
draw or print. Get the FREE facts TODAY! 


COPYMAKER 


Pics ALL the usual PLUS: every firm's requirement. Manufactured to the 


There's an OLD TOWN Copymaker to meet 


icator features same high standards that make OLD TOWN 
Own Carbons, Ribbons, Equipment and supplies 
Sab ddatnc world renowned. 
efficiency, 
a lifetime 


OLD TOWN CORPORATION Dept. O-! 

+750 Pacific St., B’klyn 38, N. Y. 

§ Gentlemens Please send me complete details on the Old 
* Town Spirit Duplicator Methods. 


* ‘a tor prevents * Name 


and blank sheets. ‘ 
a S erAR® copy Lene s Address ssa 
i * Regulater. Nath of ru". : DEALERS: Year after year profits with an 











OLD TOWN franchise. Write for Details. 
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Fist REAL advance 
In paper trimmers 


in 10 years 


New Gestetner trimmer 
clamps and cuts 


in one operation 





Here at last is a trimmer that holds 

the paper firmly, automatically . . . and cuts on 

a straight line! Takes up to 25 sheets of 14” x 18” paper. 

Entirely safe to use—the blade cannot drop. For details, and name of 
your nearest dealer, write Gestetner Duplicator Corp., Dept. 15, 

50 McLean Ave., Yonkers 5, N. Y. 


Made by the makers of the world-famous Gestetner Duplicator 


Be sure to see the new Gestetner 260 Duplicator with 
Continumatic Inking—continuous, automatic ink 
application from a tube. Cleanest, simplest duplicating 
ever —cuts the cost of forms, bulletins, reports in half! 


~ Gai leltoer- / 
‘PARTS AND SERVICE FROM COAST 0 COAST 
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shown that the boss consistently mis- 
judges the things that are important to 
employees. 

For example, the boss frequently will 
put at the top of the list (1) higher pay, 
(2) “employee benefits” and (3) shorter 
hours. Employees are more likely to say 
that they wish the boss understood their 
jobs and considered them to be impor- 
tant; that they would like their opinions 
to count for something; and that they 
would like more freedom to work out 
details of the job in their own way. 
Good pay, employee benefits and more 
leisure time are important to workers, 
ot course, but you cannot buy high 
morale with them. 

Morale studies and improving com- 
munications are usually jobs for experts, 
especially if the number of employees 
is large. With proper professional ad- 
vice, you may be able to do most of the 
actual work by utiliziy members of 
your staff. Finding the right man to 
give the advice, or to do the work for 
you, is a painstaking job. Usually, a 
local college or university can make 
some helpful suggestions, and so can a 
professional psychologist or sociologist. 
If you have some money to spend, and 
want to get the job done proficiently 
and rapidly, it may be wise to consider 
the services of one of the consultants 
who do this sort of work regularly. But 
however it is done, make sure it is done 
varefully and thoroughly. Spending 
money for improvement of morale is not 
a luxury. It is an investment in effi- 
ciency. It will pay off in dollars and 
everybody will feel better on the job. 





Help the Schools 


(Continued from page 106) 


you are ever ready to help your busi- 
ness teachers any time you are asked; 
and that, henee, it is the fault of the 
school and the teacher if your aid is 
not solicited. I recognize the truth of 
those statements and am fully appre- 
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The Most 
Popular Stenographic Posture Chair 


EVER Made 


often imitated—but never equalled 


ver Send for the brochure illustrating 
and describing Model U-22 and 
other chairs in this series. 


Cramer POSTURE CHAIR CO., Inc. 


1205 CHARLOTTE — KANSAS CITY 6, MO. 


PACKED 
WITH MANY 
FAMOUS Cramer 
FEATURES PLUS 


Genuine Molded Foam 
Rubber Cushioning 














MOTOR-FILE 
"AUTOMATIC-VISIBLE™ 


""MOTORIZE'' YOUR PRESENT RECORDS 
of any type, size, or shape, or ANY system, 
from your "'Dead-end"' trays, drawers, panels, 
or wheels, without any transcription, or any 
change in the records. 


CUT LABOR COSTS wel! over 50% by replac- 
ing ALL hand-labor on present, obsolete, tray- 
drawer files with ‘‘Toe-tip'' controlled "LIVE" 
(moving) records automatically positioned with 
instantaneous, split-second, motor-speeds, effi- 
ciency and precision, that no human can equal. 


CUT ROOM AND FLOOR SPACE free over 50% 
by replacing bulky,. one-aisle access, tray- 
drawer, files with modern, low, compact, mul- 
tiple-access, mobile, Motor-File ‘'Automatic- 
Visible". 

NO CAPITAL INVESTMENT rental deductable 


as operating expense under tax rulings. 


NOTHING MORE TO BUY rental service charge 
covers all maintenance and ali renewals, and 
replacements, of supplies. 


SAVINGS on present (|) labor costs, (2) floor 
and room space costs, and (3) eliminating all 
purchasing of ‘pockets'', special forms, etc., 
will more than pay rental charge. 


SPEED-UP Ali successful firms use motors 
throughout their organizations to speed-up pro- 
duction and cut costs. Motor-File ‘'Automatic- 
Visible’’' LIKEWISE produces desired cost-cuts 
and speed-up. 


DISTRIBUTORS AND AGENTS WANTED 


MOTOR-FILE “AUTOMATIC-VISIBLE" 
301 Crosby Bidg., 9028 Sunset Strip 
Hollywood 46, Cal. Crestview 111-71 











ciative of the cooperativeness and help- 
fulness of office and other business per- 
sonnel. In my opinion, teachers and 
schools do not make enough use of your 
help. We would do a better job were 
we to go to you for help and advice 
more often than we do. Yet, if we 
are negligent, “too busy” or unwise, 
isn’t that giving you a special oppor- 
tunity to lead the way? 

Do you know what office machines 
and techniques your school is teach- 
ing? Whether machines used are up- 
to-date or long since discarded by busi- 
ness? Whether filing and mail-handling 
techniques being taught are more ef- 
ficient or less efficient than those used 
in your office? Do you know how much 
and what kind of shorthand and secre- 
tarial work are taught? How students 
are selected for preparation in office 
and secretarial duties? Whether they 
are “selected” or not? 

Do you know what criteria are used 
in helping students decide whether to 
go to college or to prepare for work 
after high school? Whether or not the 
better ones, who may wish to enter 
college, are advised to include office 
and other voeationally useful skills in 
their preparation if interested in this 
field of work? Whether or not students 
who so desire have an opportunity to 
prepare for office work? 

Are you personally acquainted with 
your business teachers? Do they know 
you as a friend with an interest simi- 
lar to theirs? Do they know you so 
well that they feel an urge to drop 
in for a chat occasionally? If they 
did, don’t you think you might in- 
directly prove distinctly helptul to 
them? 

Do you know whether your school 
is supporting office education financially 
in a manner comparable to that given 
to other vocational education? Is it 
more costly to train on dictating ma- 
chines, calculators and modern files than 
it is to train on modern electric stoves, 
power lathes and automobile engines? 
Do office equipment manufacturers make 
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modern training equipment available to | PRINTERS-STATIONERS 


schools on the same basis on which 


household equipment manufacturers | FORMS DEALERS 
make their products available to 


schools? Does your school find it finan- ALL NEW PRICE LISTS 
cially expedient to train more youth | ARE READY. WRITE TODAY 


in some vocational areas rather than in 
others because state or federal finan- 
cial aid is available for some but not 
for others? 

Do you know the answers to ques- 
tions such as those about your own 
school? The real importance to be at- 
tached to finding out such things lies 
in the help your business teachers and 
school will almost automatically get 
from you due to the mutual interest in | 
each other which your personal interest | CUSTOM & STANDARD 
in your school will engender. Once | ONE TIME CARBON-INTERLEAVED 
you decide to take a special interest. in BUSINESS FORMS 
office education in your school, the few 
questions suggested above will prove to 
be only a beginning; you will find others 
of importance. Moreover, if you find 
conditions existing which you and the 
business teacher agree are not the most 
desirable, I wonder if you will not 
find yourself putting your special 
knowledges and abilities to work in an 
effort to help your school find ways | THE MODERN WAY TO MAKE 
to improve them? I think you will. CARBON COPIES OF LETTERS, ETC. 

As a group, business people every- 
where today are doing a wonderful job 
of cooperating with and assisting edu- 
cation. My special plea to you in these 
lines is to also make it a_personal- 
interest affair of yours right there in 
your own home community. You are 
one of a limited group of citizens hav- 
ing extreme interest in the office edu- 
cation given the youth of your com- 
munity. It often is through the work INTEROFFICE MEMOS 
of interested citizens that major im- TO SPEED INQUIRIES & ANSWERS 
provements are made in various special 
aspects of our public education. 

One final reminder—lest some of my ALSO 1954 W-2's AND OTHER 
colleagues accuse me of encouraging a FAST SELLING STOCK ITEMS. 
special-interest group to try to step 
in and “run the school!” I have pointed 
out that, as educators, we have “a re- NATIONAL LITHO FORMS CO. 
sponsibility to students, to parents, to 18423 EUCLID AVE, CLEVELAND 17 OHIO 
the entire community and to society; 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have 
Have them Handy 


e 


RNNNVOOW 


Manufacturing Company 
Framingham, Massachusetts 


and we take our responsibility serious- 
ly.” Yet, you are equally interested in 
those same things. Your active interest 
and aid is sincerely solicited in help- 
ing us solve our office education prob- 
lems—right in your own home town. 





Personnel Administration 


(Continued from page 103) 


ed to the needs of their particular com- 
panies. The author intends to very 
briefly mention some of the more flag- 
rant areas of blind acceptance of out- 
moded ideas. 

While the use of tests and other se- 
lection devices has increased, there are 
at least three major weaknesses that 
show up in selection and placement 
practices of most companies: 

1. Lack of understanding that the 
best selection comes from setting up 
rejection criteria—particularly for other 
than beginning labor jobs. Even here, 
however, it is effective for many com- 
panies. 

2. Lack of validation of selection de- 
vices, including tests, to determine the 
reliability and validity of such devices. 

3. Lack of control of standards of 
beginning workers by a closer tie-in 
with a controlled salary and wage ad- 
ministration program. 

Modern personnel management calls 
for a thorough understanding of human 
relations. This has been interpreted to 
mean knowing the common-sense plati- 
tudes mouthed by so many human re- 
lations experts. But your personnel 
man of the future is not going to be 
satisfied with the results of experience 
alone. He is going to understand the 
“why” of human relations which is best 
found in a background of psychology, 
sociology, philosophy, genetics and any 
other study having to do with human 
nature. From this background he will 
develop a talent for working with peo- 
ple both individually and in groups. 
He will understand the consistency of 
individual differences, the role of feel- 
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=Stapla- marie, 


by @ Here at last is 
real speed and 


-Sroplex efficiency in sta- 


THE AUTOMATIC a te eam 
ours anging 
ELECTRIC away’’ at old 


STAPLER , ——_ fashioned staplers 
3 —a costly, tire- 
some operation. 


Business of all 
types has proved 
that Stapl-a-matic 
cuts costs up to 
70% or more in 
every department 
where stapling is 
required. 
The fool- 
proof, instan- 
taneous action 
leaves both 
hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds...no parts 
to remove. 





THE STAPLEX Co. 1-4 
775 Fifth Avenue, Brooklyn 32, N. Y. 

CO) Please arrange a free demonstration of the 
Stapl-a-matic in my office without obligation 
on my part. 

0 Please send me information on Stapl-a-matic. 





Name Title 





Company. Address 





City Zone. State 
THE STAPLEX COMPANY 
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MASO’S NEW 
STEEL CHAIR SUITE 


Has all Those 

Sure-Fire Sales Features 

Your Customer Wants! 

*% Looks » Comfort * 
Efficiency > 4 Durability 


tt a Moderate Cost! 


No. 1050 
Dusk Side 
Arm Chair 


No. 1000 
Matching Swivel 
Arm Chair For 

Executives 


No. 1005 
Matching 
Secretarial 
Posture Chairs 


Meets Every Demand! 


The streamlined beauty of the Swivel Arm 
Chair meets the most exacting demands of 
the working executive. Denotes the execu- 
tive status and blends in with any modern 
office setting. Adjustments of the chair to 
the individual are made quick and easy. 


Open arms and backrest assure cooler seat- 
ing comfort. Scientifically padded spring 
cushion seat assures less seating fatigue, 
day long working efficiency Wide choice of 
fabrics for seat and backrest. Desk Side 
Arm Chair and Secretarial Posture Chair 
are perfect matches. All are top quality 
throughout built of top quality materials. 


Write for Literature — Dealer Set-Up 


MASO STEEL PRODUCTS 
53 W. Jackson Bivd., Chicago 4, Ill. 





ings and emotions, the explosiveness of 
frustrations, the importance of motiva- 
tion and morale on productivity and 
other needs of business and industry. 

While important strides have been 
made in this area during the past few 
years and “hundreds” of highly quali- 
fied people have entered the field, the 
need is for “thousands.” As a con- 
sequence, we find a growing need for 
more original thinking and adaptation 
to the needs of a particular company. 
Some of the principal weaknesses are: 

1. Lack of solid background and un- 
derstanding of the psychologically 
sound laws of learning and their ap- 
plication. This ineludes a lack of un- 
derstanding of the operations of the 
brain, nervous system and body in learn- 
ing situations. 

2. Lack of creativeness and origin- 

ality in applying known training tech- 
niques and devices. 
3. Lack of willingness to ferret out 
the real needs of an organization and 
establish the proper training to meet 
these needs head-on. 

4. Lack of understanding that the 
soundest training still is done by the 
line organization, and that no one man 
or training department can possibly do 
the training job adequately alone. Be- 
sides, it gets awfully tiresome to see 
one face in front of a group all the 
time. 

5. Lack of understanding that at the 
upper levels much of the training and 
development has to be done on an in- 
dividual basis—ineluding management 
development. The converse of this is 
too great emphasis on “group” train- 
ing. 

The three stages of management-union 
relations which have been known since 
the beginnings of unions, namely, domi- 
nations, compromise and integration, are 
still not understood by many negotia- 
tors nor their top managements. Yet 
the relationships deseribed thereim still 
are pertinent today. Other weaknesses 
are: lack of understanding of union 
goals and objectives, their backgrounds 
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ayanybocly 


...but EVERYBODY... 


med SWF 


/ be 
Ye ® 
aN 


They rush in twenty times a day: “Where's the Swift?’’ The machine weighs x 
only 614 lbs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 

a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘stand and wait’ to use it. I showed her the visible dials, the 

large clear type, the two-color ribbon and even did 150 operations 

a minute for her. 


/- S. Some of the men would like to take it home My beloved 
in its zippered case to finish work at night — but Me, | Swift costs 
I lock it in my desk drawer! 


At better Office Machine Dealers everywhere or write for information TODAY p 950 


only alee 
SWIFT BUSINESS MACHINES CORP. ; tax 


Great Barrington, Massachusetts 
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The Crowning Touch in any Business 


J I 
Standard.,,,. 


DUAL-0-MATIC 
Fluid Duplicator 


"Cs Cr 
> _~s she 


Standard & 


“9 Due we 
A PROVEN FLUID DUPLICATOR -_ 
that can handle either big sheet sizes as large as 14 x 18 iF 
inches, or can feed two smaller stacks of paper simultaneously. j 
This efficient Standard Duplicator is ideal for reproducing large ship- 
ping manifests, ledger and sales sheets, factory and office work sheets, 
production charts, weather mops, ond many other useful forms. 


Standard Duplicating Machines 





4 


f 
Standard.,,. 
= 


Duplicator 


does the work of 
Here is an exceptionally versatile duplicator. This 
model, the C18EA, popularly called the Coronet 
DUAL-O-MATIC, has two independent, but syn- 
chronized feed mechanisms. 





These automatic units may be 
operated separately or in unison 
--.-permit feeding a single stack of 
paper up to sheets as large as 14 x 
18 inches or simultaneous feeding 
of two smaller stacks such as 8% x 
11, 8%x 13, or 8%x 14. Thus, on 
rush jobs, two completely differ- 
ent subjects, or the first and 
second pages of a single bulletin 
may be run at the same time. 


Dual controls, convenient hand 
lever or foot bar, permit either 
intermittent or continuous opera- 
tion. Sharp clear copies are deliv- 
ered, face up. A counter auto- 
matically totals the quantity run. 
A de luxe machine, the Standard 
Coronet CI8EA meets almost 
every short run need. 


Corporation, Everett 49, Mass. 





No Guesswork! No Bulky Lists! 
.. . when you depend on 
The Office Machine Bible! 


NEW SHIPMAN-WARD 


Office Machine LINE BOOK 


Handy pocket-size 
loose leaf binder 
with indexed 
guides...a 
complete, up-to- 
date, accurate, 
reliable source of 
essential infor- 
mation for every 
auditor, office 
manager and 
treasurer for 
valuation 
purposes. 


SHIPMAN - WARD 
DEALER'S 
LINE BOOK 


Office Machine Excise Taxes. 
New Typewriter List Prices. 


New Adding, Bookkeeping Machine and 
Cash Register List Prices. 


New Calculator List Prices, Trade-In 
Allowances and Used Machine Values. 


Typewriter Trade-in Allowances. 
Adding Machine Trade-in Allowances. 
Typewriter Age List. 

Adding Machine Age List. 

Ribbon Sizes. 


Suggested Exchange Prices for Type- 
writer and Adding Machine Platens and 
Feed-Bail Rolls Installed. 


@ Suggested Typewriter Rebuilding Prices. 
@ Accessories List Prices. 


The most accurate means of determining 
valuation for appraisal of office machines! 


1954 


FREE! KEEP-IT-UP-TO-DATE a7 
SERVICE for current year! 


As changes in prices or allowances 
occur, you receive change sheets for 
your SHIPMAN-WARD LINE BOOK! 


Order yours NOW! 


Complete with 
all inserts 
and indexes. 


SHIPMAN-WARD MFG. CO. 


325 N. Wells St. 8 Chicago 10, Ill 





and weaknesses; unwillingness to ade- 
quately prepare for negotiations, par- 
ticularly the preparation of factual data 
and the demands of the company neces- 
sary to do a better job of management; 
too great reliance on outside negotia- 
tors; and ignorance of the real needs 
and desires of supervisors and work- 
ers. 

We are still talking primarily about 
line-staff and military style organiza- 
tions. Use of the familiar administra- 
tive organization chart has blinded us 
to the fact that in modern, efficient, 
economical business and industry the 
above are as outmoded as the Model 
T Ford. Modern developments in or- 
ganization and communications must, 
at least, consider the following: 

1. A separation and understanding 
of the difference between administra- 
tive and functional or specialist rela- 
tionships. This understanding will ex- 
plain to management people, partic- 
ularly, why it is possible to have one 
administrative and yet have re- 
sponsibilities to several functional 
bosses. This will explain why it is 
not only possible, but desirable, to go 
directly to the person in the organiza- 
tion who can give the idea, suggestion, 
aid or help needed to solve problems, 
instead of going “through channels.” 
This will permit the making of decisions 
at a lower level in the organization, free- 
ing top management personnel for the 
top level decisions they must make. This 
modern concept is also necessary to es- 
tablish the elimate within which man- 
agement personnel can be developed. 

2. Research on the fundamental dif- 
ferences between the flat and the pyra- 
mid types of organizational structures 
and the kinds of people who can satis- 
factorily live within each type of strue- 
ture are progressing and promise real 
advances in our understanding of or- 
ganization and its effeet on communi- 
cations. 

3. Organizational relationships must 
be closely coordinated with salary ad- 
ministration, particularly at the mid- 


boss 
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PhonAudograph 
dictation by 
phone : 


corder 


You dictate over the spe- 3 
cial phone to a central re- 
. ho waiting for a ing. . 


Letters and memos are 
typed right from the record 
. come back faster for 


stenographer to come in! your signature. Time, work 





saved! 





Only PHONAUDOGRAPH has all these built-in benefits! 


1. Privacy of dictation . . . other phones “locked 
out” against eavesdropping. 
2. Unlimited listen-back . . . to all or any part of 
your previous dictation. 
. Same-line communication with the operator for 


special instructions. 


. Simpler push-button controls which anyone can 
use without practice! 


E LE<TRONIC telephone dictation—the 
dream of half a century—is now a 
practical reality in the Gray PhonAudo- 
graph. Its many advance features give 
you “Full Control” over your dictation 
. make this new method so natural 
and simple you'll save time the first day 
you use it! 
See and try the PhonAudograph per- 
fected method today—or mail the cou- 
pon for the complete story. Remember 
—to be sure you get all the economy and 
efficiency of dictation-by-phone — get 


PhonAudograph! 


The Gray Manufacturing Co. a t ye 


Hartford 1, Conn. 


WONG 


Please send 


=. 


' Name 
**FULL CONTROL'' TELEPHONE DICTATION 
Firm 


Address 
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me your new illustrated booklet R-1 


on PhonAudograph dictation-by-phone 





Ya 


WHEN 
YOU USE 


NORTHWEST'S 


EXPANDING 
FILES... 


You gain 25% in value 
from your floorspace with 
eve 4-drawer NORTH- 
west “Vv” Expanding 
File which hoids the 
equivalent of five rigid-front file drawers—and holds 
it efficiently. Folders can be easily removed and 
replaced without touching the followers, Filed ma- 
terial is Septty Bg ee when the drawer front 
is swun = similar savings from 
nonre est's ve a panding Files in 2, 
4, or § drawer models. Write for complete informa- 
tion and P "lt see why file clerks prefer “‘V’’ Ex- 
panding Files. 

IMMEDIATE DELIVERY! 


NORTHWEST METAL PRODUCTS C9. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 








AT HAND. 
IN THE RIGHT 


HANDS! 
with 


TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeL_Kesg, you never | 


have to worry where keys are...or who has 
them—they’re instantly available in neat, 
compact cabinets, easy to set up and operate. 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 





| 650 hours annually for the 
| Office. 


| equipment 


Office Photocopier 
Saves 650 Hours 
of Secretary Time 





Eliminates Typing of Copies, 

Proof-Reading, Corrections 

The Cormac, a modern, advance- 
designed office photocopier which makes 
dry facsimiles at a fraction of secre- 
tary typed or commercial costs, has 
proved itself capable of saving at least 
average 
The Cormac operates instantly— 
copying anything written, printed, 
typed, drawn, stamped or _ photo- 
graphed! It even copies directly from 
bound books. Copies are legally accept- 
able. 

The 


fully automatic, all-electric 


| Cormae unit occupies about the same 
| space as a typewriter. 
| made in 
| weight, air mail weight, double-weight 
| ecard stock, or on special purpose trans- 
| parent copy paper. 


Copies can be 


various sizes on ordinary 


Attractively finished in business 
gray, the Cormac is of 
sturdy corrosion-proof construction. It 


| operates on 110 Volts—and is entirely 
| manufactured in the U. S. 


A booklet, published by Cormac, 
shows businessmen how the innovation 
of a photocopier can effect important 
savings in time, costs and labor—in ad- 
dition to winning friends in the best 
public relations sense. Descriptive liter- 
ature and booklet, “Copies As A Short- 
cut In Public Relations,” are available 
free. Write, Cormac Industries, Inc., 
41 East 42 St., New York 17. 


Advertisement 
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dle and higher management levels. 

In case of a major depression, 95% 
of all present-day salary and wage “a 
ministration programs would have to 
be abandoned because of their incom- 
pleteness or inadequacy. Some of the 
major weaknesses are: 

1. Lack of executive control. While 
executive control appears to work, and 
does to a mild degree in periods of 
relatively stable or rising economy, only 
those programs where there exists some 
form of executive control by “aver- 
ages” will survive even a mild depres- 
sion. Dependence upon a minimum 
and a maximum type of control leads 
to bankruptey during depressions and 
high turnever with low productivity dur- 
ing inflationary periods unless quickly 
abandoned or too frequently revised. 

Blindness as to the real effect of 
many so-called merit rating programs 
which do more damage than good in 
many cases. Too many companies are 
still trying to do the impossible, for 
example, in trying to combine merit 
rating for worker improvement with 
merit rating for salary purposes. The 
two are incompatible if the attempt 
is made to get two different kinds of 
measurements on the same measuring 
stick and the chief result is foreing 
supervisors or raters to lie. 

It would be possible to outline many 
other developments in personnel man- 
agement including the newer uses of 
morale or attitude surveys and the im- 
pact of modern management engineer- 
ing techniques, but the above is prob- 
ably enough to indicate that revolu- 
tionary changes are taking place in the 
handling of personnel matters. The 
American Society for Personnel Ad- 
ministration is aware of these develop- 
ments and through its officers and fune- 
tional committees is encouraging re- 
search and the ultimate dissemination 
of such research to members through- 
out the country. Since many of these 
matters directly concern office managers, 
this report is to help keep you famil- 
iar with developments in the field. 
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COPIES 
ANYTHING 


BLUEPRINTS CONTRACTS 


CHECKS 
RECORDS “ART Picea 


INSTANTLY 


CORMAC is — 

PRACTICAL — Copies when you want them! 
ECONOMICAL — Copies cost pennies! 
FAST — Copies in seconds! 
SIMPLE — No experience required! 
VERSATILE — Copies anything! 
ERROR-PROOF — Legally acceptable! 
CLEAN — No ink, no stain, no mess! 
ATTRACTIVE — Modern designed! 

CORMAC INDUSTRIES, INC, 


41 EAST 42nd ST. 

NEW YORK 17, N. Y. MU. 2-5962 
Please RUSH Cormac descriptive litera- 
ture, and free booklet. “COPIES AS A 
SHORTCUT IN PUBLIC RELATIONS,” 


and advise of nearest Cormac dealer. 





(name & title) 


(firm Bess jue 





(address) 


(city & state) = 











Centralized Record Keeping 


To Save Money for Bank 


JHE NEW Rockefeller Center 

‘Branch of the New York Savings 

Bank is half the size it would need 
to be if all its clerical work were done on 
the branch’s premises. Most of the 
branch’s record keeping is done some 
two miles away at the bank’s main office. 
This will save $30,000 a year in rent 
since the branch is in a high rent loea- 
tion. The branch can remain open 244 
hours longer each day which, it is esti- 
mated, will allow it to handle $30 mil- 
lion additional deposits annually. 

The bank uses a closed telephone-tele- 
vision circuit with three receivers at the 
branch where tellers can call the main 


= 
B 


a 
<p ge 
— 
N 


Wide World Photo 


134 


office to see original signatures and 
balanced account cards via television. 
Although this puts a bigger workload on 
the main office, the system is said to save 
25% in daily operating costs as well as 
the cost of extra office equipment which 
would have been required otherwise. The 
bank can extend the television system to 
additional branch offices. It may also 
produce its branch teller machine 
records in the form of punched tape 
which will automatically operate the 
main office’s machines to print entries 
on account cards. Now the branch 
tellers’ machine records travel by mes- 
senger to the main office. 


Televising a deposi- 
tor's account card 
from the bank's main 
office to the branch. 
The monitor screen, 
at right, shows how 
the record is being 
seen at the branch. 
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Wide World Photo 

Interior of the New York Savings Bank's compact Rockefeller Center Branch. Most of its 

clerical work is done two miles away at the main office which is connected to the branch by 
a closed television circuit, 


Wide World Photo 
A teller at the branch compares a customer's 
signature with the original on the television. Wide World Photo 
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ew Produc 


AUTOMATIC COLLATOR 


Reproduction Products Co., 12790 
Westwood Ave., Detroit 23, Mich., makes 
the automatic Model A-500 Reproduction 
Collator which will collate 110 
per minute without duplicates, skips or 


sheets 


misses. This rotary type collator has 50 
pockets so that sets of up to 50 different 
sheets can be gathered at one time. For 
gatherings of less than 50 sheets, multi- 
ple sets can be put on the wheel by using 
divider sheets; gatherings of more than 
50 sheets are similarly when 
properly set up. The machine is 40” 
high, 23” wide and 48” 
wheeled about on its casters and plugged 
into any 110 v., A.C. outlet. 
The cabinet is all aluminum over a steel 
frame; motor, 1/3 h.p. One person can 


speeded 
long; can be 


60 cycle 


136 


easily operate machine with its fingertip 
controls. Literature from above address, 


FORMS DATA 

Parsons Paper Co., Dept. 116, Holyoke, 
Mass., offers a free 24-page booklet en- 
titled, ‘‘How to Get What You Need 
in Record Keeping Papers, Index Papers 
and Index Cards’’. The booklet tells how 
to organize and maintain a program of 
adequate records, how to buy forms of 


t 
5 
4 
7 
j- 
+ 
: 
4 


all kinds, what card 
stock are necessary for various types of 
how long various types of 
records should be kept. It is the result 
of a new study of the subject combined 
with excerpts from most of the available 
literature. Free copies may be obtained 
direct 


kinds of paper or 


forms and 


from above address, 
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OFFSET PLATEMAKER 


Robertson Photo-mechanix, Inc., 
Elston Ave., Chicago 18, Ill., makes the 
Star Fire Platemaker which combines 
all the functions necessary for preparing 
plates for offset duplication on Multilith 
and Davidson duplicators. The Star 
Fire’s handsome office cabinet includes 
a full-size vacuum printing frame, built- 
in high speed light source, stripping and 
opaquing light box and an acidproof 
rub-up surface. Its compactness, stream 


3069 


mR. 


lined appearance, no-fume light source 
and muffled vacuum pump and motor al 
low the Star Fire Platemaker to 
2/3 of the space normally required for 
the equipment it can replace. Simplicity 
of operation permits ordinary office per 
sonnel with no experience to produce 
good plates for small offset presses in a 
short time. The light source, capable of 
burning-in plates from 40% to three 
times faster, is equivalent to the are 


Save 


lamp used by professional platemakers. 
While maintaining the efficiency and 
speed of an are lamp, it eliminates dan 
ger to the operator, fumes and need for 
trimming carbons. This light 
source produces high quality plates with 
a minimum of undercutting. Exposure 
time is accurately indicated by a built- 
in timer. The sturdy vacuum pump and 
motor, built into the cabinet, quietly 
create a powerful contact between nega- 


single 
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tive and plate. The entire vacuum frame 
loads in a horizontal position at a com- 
fortable height. Adjustable straight 
edges make the stripping and opaquing 
light box extremely accurate. With its 
separate light source, the stripping and 
opaquing unit can be operated inde- 
pendently of the exposure unit, utilizing 
time usually lost while waiting for an 
exposure to be completed. Full size dif 
fusing glass makes a pleasant and safe 
surface on which to work. Because chem- 
icals used in rubbing-up plates are in- 
jurious to ordinary surfaces, a specially 
treated panel is permanently mounted on 
the top of the Star Fire for this opera- 
tion. Additional information from above 
address, 
DECOLLATOR 

Moore Business Forms, Ine., Niagara 
Falls, N. Y., makes the Waterfall Decol 
lator, a fast separator of continuous mul 
tiple-part 
500 ft. of 


forms. It will separate up to 


forms a minute and faster 


on forms folded in 6” or 8%” packs. 
Carbons are zipped out of the forms and 
the form parts are separated and neatly 
stocked The 
Moore sturdy 
undue 
mechanical 


ready for immediate 
Waterfall 
in operation with no 
vibration or 


use, 
Decollator is 
and quiet 
distracting 
sounds that might reduce the operator’s 
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efficiency. Its operation will not disturb 
other workers. It is easy to load and 
operate. The form feed shelf is at a con- 
venient height just a little over 3 ft. 
above floor level. A pack of forms can 
be usually loaded in less than 15 sec- 
onds. There are no complicated levers or 
gears to set or adjust. Forms 
only placed on the feed shelf, passed 
through and over the rollers and they 
are ready for decollating. The Moore 
Waterfall Decollator will accommodate 
forms folded into depths from 6” to 17”. 
Settings for each depth can be made in 
a few seconds without the use of tools. 
The output of 6 to 8 tabulating machines 
ean be handled by one decollator. Some 
typical time requirements, based on 11” 
deep forms operated at 500 ft. a minute: 
2-part 250 form strip—40 
part 200 form strip—112 seconds; 6-part 
200 form strip—3.1 minutes. The ma- 
chine is built of heavy duty metal with 
a medium gray finish, is 4 ft. high, oe- 
cupies 2 ft. by 4 ft. of floor space; oper 
ates on any 110 volt outlet. 


FLOOR MATS 


Southern Friction Materials Co., Char 
lotte, N. C., makes Magi-Mats of 100% 
vinyl plastic in marbleized gray, green 
and brown. Available in two 
36” x 45” and 45” x 54”, these 


need be 


seconds; 4- 


sizes, 


mats 


have durable wearing quality and a high 
ability from surface impres 
sions of heavy furniture. Being only ” 
thick, Magi-Mats do not catch chair 
casters but allow the casters to roll on 
and off the mat easily. The 
and 


recovery 


mats are 


moisture-resistant impervious to 
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mild alkalies, and provide dealers with 
a profitable, fast-moving item. Full in- 
formation from above address. 


ELECTRONIC COMPUTER 
Logistics Research, Inc., Redondo 
Beach, Calif., makes the Alwac elee- 
tronic digital computer for statistical 
analysis and cost accounting, computa- 
tion and preparation of and 
payrolls; keeping insurance policy, sub- 


invoices 


scription and personnel records; making 
management reports, 

preparing budgets, 
etc. Unit has a large capacity magnetic 


economic studies, 


business forecasts, 
drum for storing instructions. Basie com- 
mands and answers travel to and from 


computer via electric typewriter and 
punched paper tape. Numerical or alpha- 
betical information can be convention- 
ally typed by up to ten typewriters, in 
remote locations, connected to the com- 
puter. A taped record is automatically 
retained of all entries for later audit. 
Commands can be typed and proofread, 
then the resulting tape fed to the com- 
puter where it is permanently stored. 
The Alwae is installed in three cabinets 
mounted on ball bearing swivel casters. 
Two are 28” deep, 34” wide and 64” 
high; weigh 380 and 520 Ibs. each. The 
third is 28” deep, 48” wide and 64” high, 
weighs 500 Ibs. Internal fans cool com- 
puter to normal temperature. It 
operates from a 110 or 220 volt, 60 eyele, 
single phase outlet; is sold outright with 
guarantee and service for one year at 
$48,000 f.o.b. above. 


room 
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FIRE-FILE DESK 
Shaw-Walker, 
50, Mich., makes a desk 
which combines the time- 
and space-economies' of 
their work-organizer desk 
with certified point-of-use 
fire protection and security 
for records. The desk is de- 
signed for use by personnel 
who regularly work with 
irreplaceable records. The 
left pedestal is a_two- 
drawer Fire-File bearing 
S.N.M.A., Shaw-Walker 
Certified Protection and 
Underwriters’ labels. 
Equipped with signal plunger key lock 
or combination lock~to prevent unauth 
orized reference. Desk has rimless, rolled- 
edge tan linoleum top which makes a 
very comfortable working surface. Be- 
sides general office use, this desk is suit- 
able for small professional or business 
oitices and home use. 


TABULATING EQUIPMENT 


Tab Produets Post St., San 


Muskegon 


Co.,. SF 


Francisco 4, Calif., offers a Catalog Sup- 


plement and Price List showing addi- 
tions to their line of tabulating files and 


PRODUCTS CO. 


td 
Fi 
4 


4 
@ Susuloy 
Suyvlauaws 
Psig2 Lh} 











supplies. These include tab guide cards, 
pin feed inserts and gummed labels, tub 
files, racks, control panel cabinets, card 
punch desks, trays, chairs, footrest, bind- 
ers, covers, trucks, ete. 
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CLEANSING CREAM 

G. H. Packwood Mfg. Co., 1545 Tower 
Grove Ave., St. Louis 10, Mo., makes 
Pax Heeto Ink Cleansing Cream which 
has an attractive, clean frosty pink ap 
pearance and a smooth, creamy texture. 
This new cream works faster than ever, 
loosening ink quickly and producing a 


rich lather that carries away all traces 
of stain. It leaves the skin soft, smooth 
and fresh, and is liked by 
cause it leaves no grittiness, drvness nor 
drawing of the skin, The soft 
spreads easily at the touch and speeds 
washing up. Its use makes hectograph 
work less objectionable to women be- 
cause it is easy to clean up afterward. 
’ax Hecto Ink Cleansing Cream has a 


women be- 


cream 


faint, elusive fragrance which does not 
interfere with users’ personal perfumes. 


It will not soil clothing even when mixed 
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with the ink it removes, nor will it dull 
or smear nail polish. The lanolin con- 
tent protects delicate skin and the 
cream keeps its smooth texture in tem- 
peratures from sub-freezing to oven heat. 
Packed in 6-0z. tubes, %-lb. and 1-lb. 
eans, 5-lb. pails and 25-lb. drums. 


FILING SAFES 


Schwab Safe Co., Lafayette, Ind., 
makes a line of Underwriters’ Labora- 
tories C-Label, One-Hour Filing Safes 
in a wide range of sizes for every filing 
use. These units have automatic bolt re- 
locking device and earry a T-20 burglary 
label. There are styles with legal and 


letter size suspension file drawers and 
others with adjustable interiors which 
ean be partitioned and shelved as de- 
sired by user. Combination interiors are 
available with 
dence or legal sheets, policy-size papers, 
record cards, etc. Illustrated literature 
with specifications of the different mod- 
els can be had from above address. 


drawers for correspon- 
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POSTAL SCALE 

Pelouze Mfg. Co., 1236 Chicago Ave., 
Evanston, Ill., makes the Z-5 Postal 
Scale (Z line) to supplement their A 
line, N line and S line (beam) postal 
seales. The Z-5 is compact and stream- 
lined in design. It is designed to show 
at a glance correct weight and mailing 
costs. Low cost, combined with accuracy 


and quality construction make it ideal 
for offices, shipping rooms, homes and 
stores. An easy-to-read table shows par- 
cel post rates tabulated by zones. The 
slender red pointer increases visibility 
and accuracy in weighing. A wide post 
supports the platform without side-to- 
side sway. Scale is 5144” high by 4” by 
414” wide, with 5-lb. capacity in %4-oz. 
graduations. Further information from 
above address. 


OFFSET SOLUTIONS 

Magnet Sales, 262 Mott St., New York 
12, N. Y., makes Mirapel Fountain Solu- 
tion, Plate Cleaner and Patch-Up for use 
with paper and metal offset plates. These 
solutions prolong plate life, sharpen 
printed work, hold and strengthen cor- 
rections and improve printing quality in 
general. A $7 trial order is offered with 
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unconditional money-back guarantee and 
consists of 1 qt. Mirapel Fountain Solu- 
tion, 1 qt. Mirapel Plate Cleaner and 
4 ozs. Mirapel Patch-Up. Literature on 
their complete line of offset duplicating 
supplies can be had from above address. 


COLLATOR-JOGGER 
Evans Specialty Co., 403 N. Munford 
St., Richmond 20, Va., introduces a Jog- 
ger as an attachment for Evans Gather- 
ing Racks. The Jogger is of all alumi- 
num as are the racks. Simple to attach 
and use, the Jogger is merely slipped 


Lat tia, 


into place at the end of any TU Model 
Evans Gathering Rack. As sheets are 
gathered into sets from the rack, each 
handful of papers is dropped criss-cross 
into Jogger. As operator lifts hands 
away, a finger taps the handle and sheets 
are jogged together into neat sets, ready 
for remhoval. This completes the collating 
job much faster. The Jogger may be 
purchased by any present owner of a 
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TU Evans Gathering Rack. When new 
racks are purchased, the jogger is op 
tional. It costs $10. Complete informa- 
tion from above address.. 


TABULATION COPYHOLDER 
Leland Co., 51 East 42nd St., 
York 17, N. Y., announces a spe 


designed 


Kaye 
New 
cially 


15” ™ or” 


X 009 copyholder, 
originally prepared to General Electric 
Co. specifications, which permits at-a 
glance transcription of intricate perfor 
mance data or other complex tabulations. 


Called the No-Skip Lin-R 
holder, it is self-mounted 
typewriter at a 45° angle and accom 
modates a ¥,”-thick sheaf of 12” x 26” 
loose 


manuscript 


alongside a 


aluminum base, 
Speedy index and correlation computing 
is afforded by the 114,” x 26” plastie in 


dex bar 


sheets on its 


which is adjustable to any 
series of figures or symbols in the copy 
to reduce the chances of transcription 
errors. Full information from above ad- 


dress. 


SECRETARIAL DESK 


2412 
N.W., 
makes 
Keono-form 
which has 
a patented sliding and re 
tractable 
partment 
writer 


Kenwood Corp., 
Pennsylvania <Ave., 
Washington 7, D. C., 
the Kenwood 
secretarial desk 
stationery com 
under the type 
This al 
stationery 
and forms within reaeh at 
provides an 
additional working surface 
for papers or 
Both 


platform. 
lows keeping 


all times and 


copyholder. 


machine and station- 
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ery compartment fold into the pedestal 
when not in use. The typewriter pedestal 
is supported by a triangular island base 
with three leveling adjusters to prevent 
vibration when an electric typewriter is 
used. This desk is one of Kenwood’s 
complete line made of genuine American 
walnut in either walnut or silver-gray 
finish, baked and hand rubbed for satin 
smoothness and durability. The finish is 
impervious to inks, alcohol, acetone, boil 
ing water, nail-polish remover and other 
solvents. Pedestal 
pended on Nylon glides and curved 
fronts give 20% greater drawer width 
(legal width in file drawers). Four dif- 
ferent size desk tops are interchange- 
able. Write above address for illustrated 
brochure. 


drawers are side-sus- 


ADDING MACHINE 
Office Appliance Co., 159 New Mont- 
gomery St., San “rancisco 5, Calif., an 
nounces a low-priced, Continental adding 
machine which has an extra dial to show 
each individual added or subtract- 
ed, for checking accuracy. This serves 


item 


like a printed tape when entering fig- 
ures, without the cost of paper or ribbon. 
The other, upper dial is the answer dial. 
Machine does addition up to 999,999.99, 
direct subtraction, and multiplication by 
manual regulation. 
with a_ stylus. 
lower checking 


Figures are entered 
Touching a bar 


resets 


clears 
and key 
board. Turning upper handle clears total 


dials 
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dials. No handle is pulled to add or sub- 
tract items. Built of steel, aluminum and 
brass for long life. Machine lists at $45 
plus excise tax with top discount to 
dealers. 


POSTURE CHAIR 


Milwaukee Metal Furniture Co., 101 
N. Campbell Ave., Chicago 12, Ill., makes 
a distinctive Junior Executive Posture 
Chair which demonstrates that a metal 
posture chair can be both beautiful and 
functional. The advanced posture design 
features every desirable adjustment and 


its self-fitting features provide for work- 
ing comfort. Featured is the clean, mod- 
ern styling of the chair with a pleasing 
harmony between the 
metal surfaces and an stream- 
lined effect. The chair is available in a 
wide variety of fabric combinations. A 
matching side armchair is also available. 
Full 

latest 
may 


upholstered and 


overall 


descriptive details covering these 
additions to the Metal-Lux line 
be obtained from above address, 
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FORMS CATALOG 


Judson Formprint, Inc., Dept. A, Ann 
Arbor, Mich., manufacturers and 
ators of printed forms, offers their new 
100-page, 816"x11” plastie-bound catalog 
covering a comprehensive line of stock 
forms (for immediate delivery) and 
standard forms (for imprinting and num- 
bering). In addition it shows a number 
of daily used forms made-to-order. 
Prices cover a wide range of styles in 
cut, padded == and 


cre- 


carbon-interleaved 


forms, as well as specialties like wax 


coated carbonized, and others. The cata- 
log illustrates 
everyday by over 1000 Judson customers, 


some 200 forms used 
including work orders, receiving reports, 
shippers, remittance Write 
above address for a of the 


advices. 
free copy 


catalog. 


CARD-LABEL DUPLICATOR 

Duplicopy Co., 224 W. Illinois St., Chi- 
cago 10, Iil., makes the Duplicopy Print- 
er, a compact spirit process machine that 
will print gummed labels, tags and cards. 
It will reproduce 100 units a minute in 
as many as 5 colors at one time. Accord- 
ing to the manufacturer, even string or 


wire tags and gummed labels can be 
run on this lightweight machine. Any- 
thing typed, written or drawn on the 
master can be printed. Utilizing the liq- 
uid process, no inks, gelatin or stencils 
are required. It is said to be exception- 
ally clean and easy to run. Designed for 
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speedy printing of posteards, menu or 
letter tip-ons, brief notices or inter- 
office bulletins, multiple file cards, 
gummed labels (where a number of la- 
bels are made up in advance), price 
change notices, forms, inventory cards 
and other reproduction jobs. Cards, tags 
or labels up to 4” by 7” ean be repro- 
duced, It feeds automatically, has rub- 
ber suction feet, bearings sealed in oil, 
and is made of heavy gauge steel fin- 
ished in baked enamel. The 
plete unit weighs only 13 Ibs. and is 
priced at $34.50 complete with initial 
supplies. 


gray com- 


SOUND-POWERED INTERCOM 

Wheeler Insulated Wire 1106 FE, 
Aurora St., Waterbury 20, Conn., makes 
the Executive Cradle-Type Desk Tele- 
phone Wnit which requires no batteries 
and no outside power 
sources of any kind. The current neces 
sary for voice transmission is generated 


Ca. 


connections to 


by the voice itself through a highly effi- 
cient electromagnetic unit. Proved in 
service through many years of use under 
civilian and military conditions, Wheeler 
Sound Powered Electric Telephone Sys 
tems provide dependable communication 
with clear voiee reproduction and almost 
complete freedom from all maintenance. 
Executive Cradle-Type Desk Set instru- 
ments are designed for modern private 
offices and comparable in design, size and 
quality of with standard 
telephone desk sets. Instruments are op- 
erated in essentially the same manner 
as standard telephone or intercom equip- 


construction 
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ment. Ringing signals are transmitted by 


self-generated electric current and the 
method of calling another station is by 
simply lifting the handset in the usual 
small lever in the 
side of the instrument which 
the vibrating reed type bell ringing gen- 
erator. The standard bell is similar in 
sound level to a regular telephone bell, 
but for 
bell might be 
may be equipped with neon light visual 
Wheeler Sound 
Cradle-Type instruments were developed 


way and pressing a 
operates 


locations where the noise of a 


undesirable, instruments 


indicators. Powered 


need for additional 
between 


to meet a common 


private wire communication 


between execu- 
tive plant 


or office buildings. They do not take the 


executive offices, or 


offices and  loeations § in 


place of regular office intercom equip- 
ment and may be used in many ways as 
an adjunct to such systems. The Cradle- 
Type instruments provide communication 
with a 
on a common-code-ringing, common-talk- 


maximum of two other stations 


ing basis. These other stations may be 
either duplicate cradle phones or regular 
wall-type Wheeler Sound Powered Tele- 
phone instruments. Many organizations 
have found this equipment desirable for 
installation between two _ frequently 
ealled points, thereby relieving the reg 
ular intercom telephone 
switchboard of a considerable load. They 


system or 


are also useful for emergency use in case 
of regular power failure. Full 
information from above address. 


system 


OFFSET BLANKETS, INKS 


William Recht Chureh St., 
New York 7, N. Y., are graphic arts 
consultants and distributors of printing 
inks made by Gaetjens, Berger & Wirth, 
Ine. This firm was instrumental in intro 
ducing rubber offset blankets to the off- 
set lithographic industry. Their Silver 
Grey Offset Rubber Blankets embody the 
same desirable qualities which have be- 
come the standard of the industry, and 
are noted for their durability and sharp- 
print. This company is inter- 
nationally known and consulted on inks, 


Co., 50 


ness of 
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supplies and machines by printers and 
lithographers in all parts of the world. 
G.B.W. Inks manufactured 
for over 100 years and are known for 
their uniform quality since the manufac- 
turer proven, modern manu- 
facturing technique. Complete informa- 
tion on Silver Grey Offset Rubber Blan- 
G.B.W. Inks 


a boy © address. 


have been 


uses eV ery 


ets and can be had from 


DESKSIDE CABINET 
Cole Steel Equipment Co., 285 Madi- 
son Ave., New York 17, N. Y., makes the 
steel Cole Desk Companion, a desk-high 
unit with a vault 
and valuables, plus a ball bearing letter 


for personal records 


file drawer. Both are protected by an 
outer door with lock and key. There is 
also a shelf and the high grade linoleum 
top has aluminum edging. Unit is 1714” 
wide, 19” deep and 30%” high; finished 
in olive green or Cole gray baked enamel 
at $59.95. unit with two. storage 
compartments protected by outer door 
with lock and key is $49.95. With the 


, on 


vault, one drawer for 4800 5” x 3” or 


Same 
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6” x 4” eards, and one extra compart- 
ment, it is $58.95. In each instance, the 
vault door has ecombination dial lock. 
Cabinets in grained walnut, mahogany 
or knotty pine finish are $12.50 .addi 
tional. Literature from above address. 


TYING MACHINES 


B. H. Bunn Co., Dept. O, 7606 Vin- 
cennes Ave., Chicago 20, Lll., offers a free 
illustrated brochure showing ways to cut 
costs in shipping and mail rooms with 
automatic tying machines. Anything from 
a tree to a coil of wire, it points out, 


THE BUNN 
PACKAGE TYING 
MACHINE 


ean be tied securely in a fraction of the 
time required for hand tying. Figures 
are cited to show that machine tying is 
four to ten times faster than most ex- 
pert hand tyers. Applications are men- 
tioned where machine tying has made 
substantial savings. There are sugges- 
tions on how to select the right machine 
for each job. Ask for Bulletin 200, 


FIRE SAFES, FILES 

Meilink Steel Safe Co., Toledo 6, 
Ohio makes fire resistive units which 
eontain Thermo-Cel insulation, manufac- 
tured by them from a secret formula. 
The insulation holds moisture in erys- 
talline form until the outer wall of the 
safe or file is subjected to high tem- 
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peratures. Then moisture is released in 
the form of steam and completely fills 
the unit protecting the contents. Meilink 
eliminates hot spots by designing safes 
and files for good cireulation of air 
within the unit. Products carry the Un- 
derwriter’s Label, Safe Manufacturers 
National Assn. Label and are approved 
by the Bureau of Standards. The insula 
tion formula was compounded to elimi- 
nate formation of hydrogen while the 
unit is subjected to high temperatures. 
Hydrogen would cause an explosion and 
expose the contents to fire. Confined 
steam could also cause an explosion, but 
pressure is relieved without 
the contents. 


exposing 


DICTATING MACHINE 


Peirce Dictating 5900 ON. 
Northwest Highway, Chicago 31, IIL, 
makes the Peirce Dictation Machine 
which employs an endless magnetic belt 
as recording medium, This completely 
electronic machine is the result of three 
years’ intensive research by Peirce and 
Armour Research Foundation of Chicago, 
a non-profit organization devoted to in- 
dustrial research. The Peirce magnetic 


Systems, 


belt faithfully reproduces every inflec- 
tion of the dictator’s voice and ean be 


unlimited number of times. 
It can be mailed or filed for future ref- 
erence. Each belt has a 15-minute limit, 
the time eycle found most practical for 
office use. There is no wear on the belt 
and all surface and operating noises are 
completely eliminated. The only sounds 
recorded are those of the dictator’s 
voice, ‘‘ Error-free’’ dictation allows the 
dictator to change his mind with ease 


reused an 
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and speed. By simply backing up the 
belt to the point where the correction 
is to begin and redictating over what 
was originally dictated, correction is 
made and there is no need to mark a 
correction slip. There is no possibility of 
the transcriber not catching the corree- 
tion. The Peirce Magnetic Dictation Ma- 
chine is a lightweight, portable and at- 
tractively unit with 
finger-tip control. Every operating con- 


designed simple 
trol—dictate, listen, back-up—is centered 
on the hand microphone for convenience 
of operation. Super-sensitive microphone 
has built-in sound level which transmits 
to the recording medium either ‘‘ whis 
per’’ or ‘‘boom’’ dictators with bell-like 
clarity. Microphone serves as play-back 
medium for listening to what has been 
dictated. The same machine can be used 
tran- 
scriber or a separate transcribing unit is 
available. Transcribing unit has auto- 
matic backspacer which always lets the 
typist where she left off. This 
feature, which back spaces approximate- 
ly two words when the operating foot is 
depressed, allows the transcriber to hear 


combination dictator and 


as a 


know 


the iast few words she has typed to give 
her complete continuity. A standard line 
of accessories — earphones, foot pedals, 
ete.—are available for use with tran- 
scribing unit which has built-in volume 
and tone control allowing transcriber to 
set the sound to her own preference. 


LOOSE-LEAF PUNCH 


Fred Goat Co., 314 Dean St., Brooklyn 
17, N. Y., makes an improved 24-hole 
hand punch for making loose leaf pages 
for Swing-O-Ring binders. It costs half 
as much as the old model and is used 
exclusively for punching sheets for 
Swing-O-Ring multi-hole loose leaf bind- 
ers for oftice manuals, books, catalogs 
and portfolios. Swing-O-Ring Binders 
come in sizes ranging from small note- 
books to oversize display folders. The 
punch accommodates sheets of any size, 
is easily operated by office girls and one- 
third as heavy as the previous model. 
Depressing a lever 


long single-handle 
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‘ sis i 


turns an eccentric shaft and lowers the 
punches. Nine sheets of stationery may 
be punched at one time. Punchings fall 
on a tray at the bottom and tilting over 
a wastebasket causes the punchings to 
drop out. An adjustable stop button per- 
mits margins to be registered accurately 
but the button is usually adjusted only 
onee and then set permanently. A guide 


button on the right side is used when 
punching sheets larger than 8,” x 11”. 
The first 11” are punched then the last 
hole of the punched section is placed on 
the guide button and the next 11” are 
punched, This is repeated until 
sheet is punched and proper spacing of 
holes is always maintained. Rubber 
grommets support the punch at four cor- 
ners to marring painted or 
Punch has 


entire 


prevent 
waxed = surfaces. 
wrinkle-finish frame and rust 


tool-steel punching surfaces. 


green 
resistant 


TYPING-TIME COMPUTER 

Martin Wiberg, Highland Park, TIL, 
offers the Typetimer which is a trans 
parent plastic chart that is placed over 
typewritten work to typing 
time. The chart is designed to indicate 
the time which it should take to type 
any 


calculate 


area of copy and carbon copies 
using various transcription methods, Ad- 
justments are made for typing tabular 
matter and copying from handwritten 
notes, shorthand notes, voice recordings, 
ete. The Typetimer with directions for 
its use is $12 from above address. 
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SPECIAL STENCILS 


Heyer Corp., 1850 8. 
Kostner Ave., Chicago 23, 
Ill., makes five layout sten- 
ceils for the production of 
more accurate, better look- 
ing duplicator work. One 
stencil (No. 21038) is spe- 
cially top printed with 
guide lines for easy prepa- 
ration of two or three col- 
umn bulletins and _ price 
lists (letter or legal size 
sheet). No. 2103C for letter 
size and No, 2103CL for le- 
gal size folded bulletins 
greatly simplify production 
of 51%” x 8%)” or 7” x 8," 
folders. A music. stencil, 
No. 2103M, is die-impressed 
with standard music staff. 
User need only inscribe notes and sym- 
bols to obtain complete, neat scores. A 
guide for accurate tracing of all musical 
signs and also available. 
Preparation of address labels is simpli- 
fied with the No. 2103A which marks off 
the address-typing areas in the exact lo- 
cation they would print on perforated 
address sheets, making any steneil dupli- 
cator an addressing machine. The above 
stencils are all top printed and available 
in Lettergraph Blue, packed 24 stencils 
to the box. 


symbols is 


DUPLICATOR WASHER 


Waleo Products Co., 6641 N. Newgard 
Ave., Chieago 26, Ill, makes the im- 
proved Waleo Washer for cleaning sten- 
cil duplicator drums. This machine is ap- 
proved by leading manufacturers of 
stencil duplicators. It can be operated 
by a hand crank or connected to an out- 
side motor. Any duplicator drum of from 
6” to 10” diameter is held securely by 
a heavy clamp in the specially designed 
whirler and the 22-gauge galvanized 
tank has tightly fitting cover with 
flanges on all four sides. Drain valve 
has thread for standard garden hose. 
Drums can be quickly removed by turn- 
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== aan 
Rr HM 


ing a wing nut and swinging clamp bar. 
Unit is 131%” x 15%” and 18” high. 
Equipped with a 450 w. immersion heat- 
er with switch and pilot light, shipping 





weight 35 lbs., it is $64.75 f.o.b. above. 
Literature and additional 


from above address. 


information 


SALESBOOK 
Erseo, 1930 Patterson Ave., New York 
72, N. Y., offers a free sample of their 
All Purpose multiple use salesbook which 
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D o’clock flap! 


He was meeting her at 5:30—a 
first date. At noon she bought the 
new dress and pumps. No lunch. At 
five she felt hollow. And horrors — 
the stamp box was empty! So she 
had to rush to the postofhice for 
stamps. And was late for her date. 

“Drat it,” said Debby. “We need 
a DM in this dump.” 


@ Best friend of the business girl is a 
DM-—desk model postage meter. Does 
away with stamps, licking and guarding. 


® The DM prints postage, for any 
kind of mail, directly on the envelope 
—with your own small ad, if you like. 


@ It protects postage from loss or 
waste. Does its own accounting. Has 

a moistener for sealing envelopes. Even 
handles parcel post. Saves time and 
postage in any office. Ideal for branch 
offices. 


@ Other models, hand and electric, for 
larger mailers. Ask your PB office to 
demonstrate. Or send the coupon. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


PITNEY-BOWES 
Postage 
7 Meter 


Offices in 93 cities 
in U.S. and Canada 


Pitney-Bowes, In« 

3491 Paciric St., StaMrorp, CONN 

Please send free (1) DM booklet, chart to: 

Name — RS electric model, 
for larger mailers, 

Firm stamps and seals 175 
letters a minute! 

Address 











148 Tue Orrice—January, 1954 





and is construct- 


Write 


has several advantages 
to withstand hard 
address for sample. 


SELF-ADHESIVE LABELS 
Labelon Tape Co., Dept. 0-12, 450 At- 
lantic Ave., Rochester 9, N.Y., announces 
that Labelon self-adhesive plastic Write- 
on-it Tape, available in roll, 
tablet (for use), book- 
match form only, furnished in 
convenient cut-to-size strips labels 
from 1” to 6” in length and from 5/16” 
to 3” in wjdth, in a variety of border 
In the new form, Labelon 

the same advantages provided in its pre- 
forms. It can be written with 
dry, blunt point such as a_ pencil 
stylus. Writing appears beneath a 
layer of transparent plastic due to pres- 
sure of the writing instrument alone. 
No ink, pencikeead, or crayon is re- 
quired. Writing is in the same color 
the outside border. Notations are pro- 
tected by the transparent plastic outer 
layer against smudging, dust, dirt, oil, 


ed use, above 


previously 
typewriter or 
is now 


or 


colors. has 


vious on 
any 


or 


as 


and most acids or 
permanent legibility. 
temperatures 


water 

suring 

resists 
$-150° 


from 40° 


out losing its adhesive quality. 


smooth-finished 
ethylene paper from which they 
off cleanly. This makes it to 
the labels in a typewriter. 
of Labelon Write-on-it ' 


are mounted on 


easy 


rape 


form can be secured from above address. 





Makes 
1 Original 
and 
4 Duplicates 
rwith 
INKED 
RIBBONS 


3 WW) 


Thousands In Use 
For Many Years 


CYCLE BILLING, JOURNALS, 
LEDGER & STATEMENTS, etc. 


Eliminate Carbon Collation 
Eliminate Carbon Jackets 





Make INKED Non-Smudging copie 
COMPLETE VISIBILITY of entries 


DUPLI-TYPER Ribbon Attachments 


For Continuous Form Work 


Inerease Production 
Reduce Costs 

Adaptable to all Machines 
Make INKED Copies 
Eliminate Carbon Paper 
Low Cost 


2. For Bb col Machines 


8 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 
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chemicals, as 
Labelon 


F, will not curl nor diseolor with 
age and can be applied and re-applied an 
almost unlimited number of times with- 
Strips 


poly- 
peel 
use 
Free samples 
in the new 








HANGING 


will solve your FILING 


PROBLEMS / @ 
Bot hang ot the WNOCENT = pylleeze! 


FILE CLERK—instead, try 
hanging the SOOMP\NG 


eo 


ANSI 


It’s easy with 
new style 


Oxford PENDAFLEX® 


HANGING FOLDERS ~~ 











Cut filing 
costs as 


much as 50: 











FOLDERS HANG ON SIMPLE FRAME 
THAT FITS i FILING DRAWER 








Send coupon for catalog and 
name of your nearby dealer 
who will install a_ trial 
drawer. Money back if you 


are not satisfied. 





Oxford Filing Supply Co., Inc. 
89 Clinton Road, Garden City, N. Y. 


Please send free Pendaflex catalog to 





FURNITURE CATALOG 


Worden Co., 200 East 17th St., Hol- 
land, Mich.,.have published a new illus- 
trated catalog of wood office furniture 
and genuine leather chairs and suites. 
Desks include models for executives, typ- 
ists, clerks, 


salesmen, receptionists, 


teachers, ete. Office and director tables 
are shown. There are chairs of all types, 
and two and three passenger settees in 
different styles. Complete specifications 
and prices are given for each item. A 
free copy of this catalog can be had 
from above address. 


MARKING PEN 


Lockwood Co., 342 Boston Post Road, 
Milford, Conn., makes the Lockwood 
Dri-Rite Aluminum Brush Pen which 
writes clearly, boldly and permanently 


hits euqennenniiiani 
LL ja 


on paper, wood, metal, glass, leather, 
Cellophane, burlap and other surfaces. 
Waterproof and indelible, the Dri-Rite 
pen makes an even, clear mark. The 
same amount of ink flows with every 
stroke. The felt nib remains in contact 
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Great News 
for Users of 
Marginally- 

Punched 


Continuous Forms! 


Floating Carbon Paper Teams with New 


IBM Electric Formswriter 


To Set New Efficiency Records! 


Users of Marginally-Punched Continuous Forms 


Now Enjoy Great Savings, Too! 


Now at last—users of marginally-punched 
continuous forms join the ranks of users 
of all other types of continuous forms 
who depend on the famous combination 
of IBM Electric Formswriting Machines 
with Repeat-O-Pak Floating (resuable) 
Carbon Paper to turn out more forms— 
at a greater savings—than any other 
method yet devised! 


Is there really a BIG saving? Take 
carbon paper alone. The cost of one- 
time carbon paper for just 1,000 ten- 


part 814 x 11 forms is $30.21 The cost 
of Repeat-O-Pak floating resuable car- 
bon paper for the same job is only 
$2.86—a carbon paper saving of $27.35 
for every 1,000 typed forms! 


BIG SAVINGS, TOO from typing 
speed, carbon paper ejection, and 
cleanliness! 


Get the complete story by sending 
us a sample of your forms, the quan- 
tity used and present equipment. No 
obligation. 


STANDARD MANIFOLD COMPANY 


Carbon Papers ¢ Inked Ribbons 
Principal Cities e 
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¢ 333 W. Lake St. 
In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


Chicago, lll. «© Offices in 





Sell more 
with 
“flying” figures 


Even on the long distance telephone you can 

give speedy answers — price calculations, quotations, 
estimates — with Facit, the fully automatic 

Swedish calculator. Facit computes 5 to 10 times 

faster than other methods. Your answers come 

in “flying” figures, just when you need 

them. And anyone can learn to 

calculate in 15 minutes thanks to 

Facit’s revolutionary 10-key 

system. Besides — you can 

operate the Facit with one 

hand, leaving the other 

Calculate with one band. free for the phone or 
Write with the other. making notes. 


‘ 
‘ 
‘ 
‘ 
‘ 
' 
‘ 
' 


CALCULATOR 


MADE IN SWEDEN WORLD'S MOST EXPORTED CALCULATOR 


FACIT INC. 
500 Fifth Ave., New York 36,N. Y. © 114 Sansome St., San Francisco 4, Calif. 
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with the specially formed felt ink-holder ized vertical filing systems such as ter 
in the tube and, because there is no minal digit and straight numeric, shelf 
clogging, leakage or drying up, the ink filing speeds finding while eliminating 
lasts longer. Dri-Rite pen retails at $2.95 filing errors. Ask for booklet LBV 626. 
complete with nib, clip, 14 oz. ink and 

ink filler. Extra nibs are 35e each in 5 SMALL-DRAWER CABINETS 
styles: round, chisel, flat, pointed or General Industrial Co., 5738 N. Elston 
double. Ink comes in 2 0z., 8 0z., pint Ave., Chieago 30, TIll., makes a complete 
and quart sizes in all colors. 


SHELF FILING 

Remington Rand Ine., Room 1499, 315 
Fourth Ave., New York 10, N. Y., offers 
a free booklet on shelf filing which 
shows how savings of 75% of the cost 
of drawer files and 50% of floorspace 
ean be made by filing active or inactive 
records on a series of shelves instead of 
in eabinets or transfer cases. This is 
made possible by tiering material in 8 
horizontal rows. Shelves are easily ad- 
justable and removable at any time 
without tools. The method helps meet line of See-Thru drawer cabinets fot 
the problem of finding adequate file stor- | small-parts filing and storage. The Model 
age space. In combination with special- J-20 has 20 plastic, spillproof drawers, 


If your office isn’t a ‘‘one typewriter’ office, 
it shouldn't be a “‘one scale’ office either, 
or your mailing costs will be too high. To 
save loss of time (and money), confusion, 
return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
a purpose—the new one pound accurate 
tity thy N-1 PRINCESS showing exact postage 
for all classes including for first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 lb. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail wT Princess only 4” 
including parcel post by zones—larger A-Line Scales with ca- 52.95 Net 
pacities up to 50 Ibs., for shipping rooms. 


To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. '*2°<*% <r: 


Evanston, Illinois 
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SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N.Y. 


Send samples of SPOT CARB forms and | 


free booklet "How to save with SPOT 
CARB" 


FIRM 
ADDRESS 
SIGNED 


| paid. 
| from 8 to 


| size 


| binations, to 


| son 


| down; 


| of Seng 
| Other 


5%” x 2%” x 17/16”, in a welded all- 
steel cabinet 1014” high, 1214” wide and 
Cabinet has a hammer finish 
and rubber feet. Adjustable drawer di- 
viders and identification labels are in 
cluded. The unit is priced at $7.95, post- 
Other See-Thru drawer units have 
128 drawers, with larger 
al drawers, and portable mod- 
els with carrying handles. Over 750 com- 
suit require- 
can be supplied. 


6” deep. 


some 


or met 


user’s exact 
ments, 


POSTURE CHAIR 
Maso Steel Products, 53 West Jack- 
Blvd., Chicago 4, IIL, makes the 
Junior Executive Posture Chair No. 1075 
adjustments. All are 
height, up and 
and out or up and 


with five 
to operate: 
backrest, in 


posture 


simple seat 


down; tension of the back rest. Tilting 
adjustment is automatie through the use 
Svnero-Tilt chair iron control. 
features include choice of 
Claremont Fabric 
Co. long-wearing Naugahyde, in five col- 
ors; thickly padded, helical, coil spring, 
cushioned seat; contoured backrest, 
fortably curved and padded with Good- 


Good- 


all’s or U.S. Rubber 


com- 


THe Orrice—January, 1954 








ee 


_—— 





KILLS OFFICE 
BB MACHINE LTE Y 


FOR ALL NOISY AT ITS SOU RCE! ! 


OFFICE MACHINES 





Now you can control 

NOISE at its source 

for the benefit of 

operators and people 

in the surrounding 

area. NOISE is a 

killer with its nerv- 

Ous tension and ex- 

cessive fatigue. Its 

waste productivity 

costs American busi- 

ness millions of dol- 

lars annually. The 

SOF-TONE Acoustical Cabinets strain, reducing errors. 

absorb all high frequency vibra- For more comfortable offices— 

tions and reduce the volume of use SOF-TONE—and enjoy better 

remaining sound fully 50%. working conditions resulting in 
And SoF-TONE provides perfect real dividends. 

indirect fluorescent lighting over Results guaranteed—or you do 

the entire work area, lessening eye not pay! 


Dealer Franchises Available. 





Write today for more information giving 


machine, make, model and measurements. 


1 COMMERCIAL ST. 
ASSOCIATES ROCHESTER 14, N.Y. 
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"EVEN | CAN SORT win 
=o Be 9 VERTICAL 
SORTERS" 


IT’S SO EASY 
LET US SHOW YO 


M write NOW FOR FREE 
DESCRIPTIVE LITERATURE 


Le Febure ele] a 20) 7 Wale}, | 


CEDAR RAPIDS, IOWA 
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year’s Airfoam Latex rubber; beautifully 
aluminum with 
plates; 


polished, heavy base 
chromeplated scuff 
soft rubber; double ball bearing oil im- 
operation, 


casters of 
pregnated for noiseless 
changeable or replaceable; and other fea- 
tures. Metal finishes are available in a 
choice of smooth, baked enamel in metal- 
lic gray, green or brown. Literature and 
price list from above address. 


LABEL GLUER 

Glue-Fast Equipment Co., 11 
St., New: York 13,: N; -Y,. 
Model BX Label Gluer for use with un- 
gummed labels, to cut costs as much as 
Continuous can also 
porate ungummed labels to lower costs. 
The gluer offers simple, one-hand oper- 


White 


makes the 


DO%. forms incor 


ation with no maintenance required and 
in setting up as only an 
needed. There are no 


no time lost 
oceasional rinse is 
expensive gears or parts to be replaced. 
The Model BX is heavily chromeplated, 
features a lift-off cover to speed filling 
and cleaning. It has an adjustable guide- 


bar and its extra heavy die-cast glue 
reservoir holds sufficient glue for several 


hundred labels in one filling. Two ser 


rated brass rollers carry the liquid glue 
in proper consistency to the underside of 
Priced at $17.50 


labels up to 6” wide. 


ONLY REX- QRorar HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


It’s exclusive with the rev 
Rex-Rotary D270... an vo psc 4 
ridge is inserted, g dial set for the 
degree of inking, and the machine 
needs no further attention all 
copies come out perfectly and uni. 
formly printed . *O more under. 
or over-inked copies . . re-inking 
- necessary ..a bell announces 
wien it's time to insert o ne 
cartridge, . 


Electric Multi-Color 


STENCIL 
DUPLICATOR 


REX ROTARY pict, Corp. - 19 W. 31, New York + WI 7-4927 


THe Orrice—January, 1954 


economy ond flexibjl; 
other machine nny en — 


-_——S— ee ee mc am ew aw oe ee ee 
Rex-Rotary Distributing Corp. 19 W. 31 St, New York 1, N17 

Let me hove more information obout the new Res Rotary 0770 duplicator ond a 
the name of my neorest distributor 3 


Neme____. 
Address 








for 
less active 
records 





wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 





SANITARY BASES 


LETTER SIZE $355 


LEGAL SIZE $435 
FOLLOW 


moe | = cueck size 9240 
9O¢ ADDITIONAL 
Made for any size file 


= 
aN 


fa 


PRONTO FILE CORPORATION 


285 Madison Avenus New York 17.N_Y 











right way transfer to PFONTO 


Records in Prontos can be located in Save money, transfer into low cost 
a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 








There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 


Prices slightly higher in Texas, 
Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N.Y 





complete, f.o.b. above. A free* 10-day legal size papers up to 3/16” thick. It is 
trial of the Model BX Label Gluer with adjustable to stand at two different 
sample of their liquid glue are offered. angles at either the left or right of the 
operator. A tap of the lower spacebar 

COPYHOLDER operates the line indicator which can be 

Lansdale Products Corp., Box 568, %¢t for single or double line spacing. 
Rubber feet hold the unit steady and 
avoid vibration. An extended line indi- 
eator accommodates wide sheets. Unit 
folds flat for storage in a desk drawer. 
The Cop-e-Eez sells for $16.90 plus ex- 
cise tax. Illustrated literature from 


Lansdale, Pa., announces the Cop-e-EKez 


above address. 


AUTOMATIC TYPING 

American Automatic Typewriter Co., 

614 N. Carpenter St., Chicago 22, IIl., 

offers a free booklet which tells of 160 

different ways automatic typing can be 

profitably used. Divided into classifica- 

tions such as manufacturers, banks, pub- 

lishers, medical and other fields, the 

booklet is considered the most complete 

ever put out on the many ways auto- 

Copy Board and Line Spacer which will © matic typing can be utilized to cut cor- 
hold a steno notebook or a sheaf of respondence and typing costs. The com- 


= Direct Image Aluminum Plates 


© WILL SAVE YOU TIME AND MONEY 
TYPE, TRACE, WRITE OR DRAW DIRECTLY ON THEM 
Our Direct Image Offset Plates Offer You: 
Sharper copy, finer results 
Splendid and accurate reproductions 


Easy preservation for future reruns 
Corrections? NO PROBLEM! EFFORTLESS! 


LONG RUN —where the 50,000th copy 
is as good as the first! 
AVAILABLE FOR ALL SIZES MULTILITHS & DAVIDSONS 


<> For all typewriters and Vari-Typers. Send for a trial box of Aluminum 
Plates. We will ship on approval. Try them on your own machines, and 
<> the plates will speak for themselves. 


ALSO SUPPLIERS OF BLANKETS—COVERS—FAST DRYING INKS 


> DIRECT IMAGE ALUMINUM PLATE & SUPPLY CO. <S 


S’ 1321 W. GILL PLACE ® DENVER 19, COLORADO 
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Keep Them 





; 
) 
| 


Valuable papers, confidential rec- 
ords and important documents . . . they’re all 
safe when they're locked-up tight in an In- 
vincible Concealed Safe Unit, with its exclu- 
sive 3-point locking combination lock. Yes, 
this is the original concealed safe unit that 
doubles as an attractive filing cabinet and a 
secure place for your valuable belongings. See 
it today at your office equipment dealer’s. 


The Invincible Concealed Safe 
Unit is available in either desk- 
high, counter-high or standard eS 
four-drawer filing cabinets. 
Choice of letter or legal size 
with or without general lock 


for file drawers. 
METAL FURNITURE 
COMPANY 
Manitowoc, Wisconsin 
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| pany, 


for Tags, Cards, 
and Gummed Labels 


Prints 1 to 5 colors at one time 


Only $3450 


Including 6 Masters ond pt. of fluid 


Nothing Else Like It! 2 2 hy 


Sensational little printer that 
will even print wire or string 
tags and gummed labels. Re- 
produces 1 to 5 colors at one 
time. Fast, simple to use. Has 
hundreds of applications in 
stores, offices, and manufac- 
turing. Feeds automatically — 
uses easy-to-prepare ruled 
master units. Heavy gauge 
steel with handsome gray 
baked enamel finish, red trim. 


Weighs 
only 
13 Ibs. 


Get all the facts today 
on this unique machine 


duplicopy company | 


224 W. Illinois St., Chicago 10, Ill. 





manufacturer of Auto-Typist 
equipment for automatic typing of per- 
sonalized correspondence, made a series 
of Auto-Typist 
users, represents a 


surveys 
and 


among 
this 


present 


booklet 


compilation of the results. In addition to 
the list of practical applications for ma- 
chine typing are 
presently using the equipment and their 


comments. 


names of companies 


EQUIPMENT CATALOG 
Mayfair Co., 315 N. Desplaines St., 
Chicago 6, Ill., offers dealers their latest, 
loose leaf catalog showing their line of 
files, stands, desk 
other office equipment. All items are il- 
lustrated, with specifications and retail 


steel accessories and 


prices. Discount advice is on a remov 


able sheet. Write above address for a 


free copy. 


PRONG BINDERS 

VISIBLE SYSTEMS 
©. E. Sheppard Co., 4401 21st St., Long 
Island City 1, N. Y., offers two new cat- 
alog sections. The first, Section D, is 
devoted. exclusively to Prong Binders 
and represents an unusually complete 
line of this type of looseleaf binder. 
Wide distribution is planned for this 
section because of growing interest in 
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> FLEXIBLE SAFETY 
> KEYBOARD PREVENTS 


ERRORS... FAST... 
QUIET... EASY TO 
OPERATE! 


Models with 7 and 
8 columns available at 
small additional cost. 
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GET FACTS ABOUT THE 
REGNA ADDING MACHINE NOW! 


Gentlemen: i 
Please rush more information on the Regna Adding 
Machine and tell me how | can become a Regna dealer. 
Nome 


Address 


City Zone State 


! 

Company é | 
I 

| 


163 


Foot Comfort Mats and Runners are 
constructed of marbleized rubber tile 
bonded to a resilient sponge base. They 
relieve fatigue caused by standing on 
hard floors. Use them behind counters, 
in front of machines and in corridors 
to increase employee efficiency. Beveled 
edges. Eight color combinations. 

Write DEPT. C-’ FLOORING DIVISION 

for samples and illustrated brochure. 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S.A. 








Prong Binders, which some consider su- 
perior to ring binders for many uses. 
The second catalog, Section G, features 
Visible Systems and Equipment and 
should be of help to executives now 
using or contemplating the use of vis- 
ible systems. Catalogs are free from 
above address. 


TYPIST POSTURE CHAIR 


Domore Chair Co., Elkhart, Ind., makes 
the 20th Century Posture Chair for typ- 
ists and sterographers. Adjustment con- 
trols are alinost completely hidden and 





the clean-cut lines remain unbroken. Ac- 
ecenting both style and comfort, the 20th 
Century has a molded foam rubber back 
rest and seat, with a waterfall front 
developed to eliminate undue pressure 
behind the knees. A non-tilting back of 
squared tubular steel provides the maxi 
mum support recommended by posture 
authorities. Additional features are the 
one-piece cast aluminum trim and the 
rubber bumper guards to prevent back 
supports from scarring desk or wall. The 


chair is covered in top grain or machine 
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Dupli 


-Vaice. 


The Only Dictating and Transcribing Machine 
with ALL these features for 
Higher Office Production at Lower Cost! 


MAGNETIC RECORDING—true voice fidel- 
ity. 


REUSABLE BELTS—belts can be reused an 
indefinite number of times. 


PORTABLE—weighs only I! Ibs. 


SMALL SIZE—uses desk space only 5!/2" x 
10". 


SELF-EDITING—erasing feature permits dic- 
tator to make own corrections. Immediate 
and complete erasure of entire message with 
erase bar. 


FINGER TIP CONTROL AT MICROPHONE 
—forward or reverse. Transcriber has com- 
plete backspace or reverse control. 


SIMPLICITY OF OPERATION. 

TUNING LEVER for perfect reproduction. 
VOLUME CONTROL. 

TONE CONTROL. 

EASY MAILING in No. 10 envelope. 

BELTS IMPERVIOUS to atmospheric and tem- 


perature changes. 


REPLAY BELTS repeatedly without picking up 
static or breaking down in fidelity. 


LOW PURCHASE PRICE — ONE YEAR 
GUARANTEE. 


Is it any wonder that the DUPLI-VOICE is the most 
talked about dictating equipment on the market? 


Dupli-Voice 3-in-1 Operation: 
1. DICTATE 
2. EDIT 
3. TRANSCRIBE 


WE ARE 
ESTABLISHING 
SALES AND 
SERVICE ON A 
NATIONAL BASIS. 
DEALER INQUIRIES 
ARE SOLICITED. 


DUPLI-VOICE 


COMPANY 
ALGONQUIN 
ILLINOIS 


Tue Orrice—January, 1954 








Papers go in—f 





ie. | Shreds come out 





SHREDMASTER 


Shredding Machine 


quickly turns your confidential papers 
... Old records... waste paper of all 
sorts .. . into completely unreadable 
shreds, valuable only as packing material 


ANYONE CAN USE—Quick, safe, easy op- 
eration! 

PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 

PAYS FOR {ITSELF —Provides valuable 
packing material at no cost! 


For Your Office— 
Portable, Noiseless Desk Model 
(Shown Here). 


Also Available— 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 


Write for Free Circular No. 1. 


THE SHREDMASTER CORPORATION 
1104 Raymond Bivd., 
Nework 5, N. J. 

Opposite PRR Station 


buff leather, vinyl resin cloth and gros 
point or Hampton fabric, in almost all 
colors and surfaces. 


FURNITURE CASTER 

Colson Corp., Elyria, Ohio, makes a 
plate type caster for office furniture. 
This easter saves the redowelling and 
redrilling often necessary when applying 
stem type casters to old furniture. The 
rectangular plate is designed so as not 
to protrude from the base of chair legs. 


It has six screw holes, any two (at op- 
posite ends of the plate) of which will 
provide adequate strength. It is easy to 
find sound screw locations even in old, 
worn chair legs. Rubber wheels have 
ball-bearing 
swivel action to reduce wear on floors 
and eliminate gouging carpets. This 
Model 1-2266-31 Colson Caster is avail 


on 


able in 15¢” and 2 


rounded edges and full 


wheel sizes. 


AIR-HEAT-LIGHT UNIT 
Luminous Ceilings, Ine., 2500 W. North 
Ave., Chicago 47, Lll., offers free litera- 
ture and engineering data on their of 
fice Acusti-Luminus Ceiling units which 
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(TLS) ELECTRIC 
ADDING CALCULATOR 





Model 909U (lilustrated) Capacity 9/10 $496 
* An Electric Adding Calculator at Model 912U Capacity 12/13 $598 
manual machine investment. “Unilectric” peetee Mery ate cones Oy 
9/10 and 12/13 capacities 
actually costs less than other manually 


operated machines. Pius Computing 


* Asolution of the “help” problem: Machines, Inc. 
“Unilectric” operators learn quicker, produce 5 8eekman Street, New York 38, N. Y. 
more, stay happier, longer in their jobs. Telephone REctor 2-0045 





Plus Computing Machines, Inc. 
Dept. A-2, 5 Beekman St., N. Y. 38, N. Y. 


Please arrange a free demonstration of the Unilectric Adding 
Calculator in my office without obligation on my part. 


Service available throughout the 
United States, Canada and 85 
Foreign Countries 


Nome. senile 


AIEEE MAAS 


NS 
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TRADEMARK REGISTERED 


ac-a-desk 


The Amazing Desk Stabilizer 


Makes Typing 


Easier, Faster 


Typewriters were built to operate on a solid, 
firm base; any wobble or springiness upsets 
its precise mechanism Many typewriter 
platforms are worn and wobbly causing skip- 
ping, piling, poor touch and action . . . in 
many instances, immediately corrected by 
JAC-A-DESK. JAC-A-DESK expands from 
floor to platform, automatically wedge-lock- 
ing into a support as firm and solid as the 
floor itself. Typists love JAC-A-DESK because 
it makes typing less tiring, neater, easier 

office managers praise its > 
economical efficiency 


JAC-A-DESK 


expands from 
16” to 30” 
— high 
enough to 
support stan- 
dard height 
desk leaves. 


Up in a jiffy 
—locks auto- 
matically. 
Non - snag, 
satin-like fin- 
ish. No pro- 
truding locks 
or handles. 
Sure grip COMPLETE 
rubber ends. 
Easy tostore. 











GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
Distributed by all Ames Supply and Shipman-Ward 
Branches. IN CANADA: Underwood Ltd., 135 Victoria 
St., Toronto and United Stationery Company Ltd., 
Toronto. 


168 


eondt- 
This 


combine fluorescent lighting, air 


tioning, heating and sound control. 


DESIGN DATA 
LABORATORY TESTS 


ON USE OF THE PLENUM ABOVE 


f 
| 
| 
| 
} 


j 


AIR CONDITIONING 
HEATING ed 

ACOUSTICAL DATA 
AND TESTS 


SEE BACK COVER & PAGES 14-15 


Is cake 


LUMINOUS CEILINGS INC 
7900 WEST NORTH AVENUE CHICAGO 47 RANCH 





remodeling or 
for struc 


for office 
well as 


product is ideal 


modernizing, as new 


tures 


LABEL HOLDERS 
Perma Products Co., P.O. Box 25, De 
troit 6, Mich., announces Perma Stik 
label holders made of transparent Bake- 


lite vinyl plastie in widths of %4”, %” 


and 1”. Strips of 6” can be cut to de- 


sired size. Title or caption is written, 
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THE 





afte IS THE NEW YEAR 
ee Like BUCKEYE 
” RIBBONS & CARBONS 7 


Ceuule - theres much to be done with both. 7 


FOR EXAMPLE: SUGGESTION: 

Buckeye Ribbons /ast Why not give Buckeye 
Jonger; write smoother. | the New Year's Test? 
Buckeye Carbons wear | can be an eye-opener. 
better; print clean, TRY BUCKEYE 
Casy-t-read copies. AND S€E, 


BUCKEYE RIBBONS 2 CARBONS 
7257 St. Clair Ave., Cleveland 3, Ohio 
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typed or printed on the label paper the pressure-sensitive adhesive coating. 
which is inserted into the tubular strip The lightweight and durable plastic re- 
that provides a tension grasp. Then the sists warping, cracking and aging. The 
protective paper tape is stripped from 4" width is 30¢ a ft.; %” width, 35¢ 
the back of the label holder to expose a ft.; 1” width, 40¢ a ft. 


DESK 

Harrison Steel Cabinet 
Co., 4718 West 5th Ave., 
Chicago 44, Ill., makes a 
single-pedestal Continental 
Desk with 45” x 30” flat 
top and full cradle suspen- 
sion file drawer. Both box 
drawer and center drawer 
operate on Nylon rollers. 
The center drawer has a 
convenience tray and there 
is a sliding reference shelf 
in the pedestal. Box drawer 
has a lock for personal ef- 
fects. Desk’s height is ad- 
justable. Information on 
complete line from above 


address. 


COMPARE resulta PRICES 


with any first quality ten key 
ADDING - FIGURING MACHINE 


3 Most Popular Models 
89SE-8 list., 9 tot., subt. 
$295.50 


89CE-8 list., 9 tot., sub., cr. bal. 
$319.75 


1O11CE-10 list., 11 tot., sub., cr. ball. Offices: 
$359.50 : Washington 
. f N. Y. City 


THEN compare OTA's Zurich 


features, discounts, exclusive territories, the long range program (full information sent 
on request) and you'll take a franchise! Write H. L. Barnhardt, Gen. Mgr., or phone 3-6464 


BUSINESS MACHINES DIVISION 


of Oerlikon Tool & Arms Corporation of America 


ASHEVILLE, N.C. 
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New WEBER TAB-ON STENCIL is typed with forms, 


then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 
| Weber | 


system 


WEBER LABEL AND MARKING SYSTEMS 
Div.—Weber Addressing Machine Co. 
Mount Prospect, Illinois 








puter r rer 
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an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY—WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 


MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
8 Ne eerereene Z ee dedi dietnh 
Individual______ 

SES AERC am a eae Eee 
Address_.___ 
Ci 


ae 


WEBER LABEL AND MARKING SYSTEMS 
Dept. 0-1, Mt. Prospect, IIlinois 





TYPING TABULATING CARDS from regularly typewritten documents 
International Business Machines Corp., such as invoices, purchase orders and 
590 Madison Ave.. New York 22. N. Y. personnel notices. Sinee these cards are 


offers. a free booklet i ae ee baat a by-product of the regular typing opera 


punched ecards for machine accounting tion, key punching and ecard verifying 


functions can be produced from a per are eliminated, Applications include in- 
forated tape created simultaneously with Yentory control, sales statistics, billing, 
the typing of a document on the iBM 
Typewriter Tape Punch. The informa 
tion reeorded in the perforated tape is nancial statements and reports, ete. 


journal vouchers, accounts payable 
vouchers and registers, consolidated fi- 


automatically transferred into punched Selection of the alphabetical and numeri- 
cards through a companion tape-to-card cal data to be punched into the tape is 
punch. This is for use whereyer ecards controlled by six program keys on the 
normally would be manually key punched — electrie typewriter keyboard, permitting 


Balance due! 


Precise balance is what you expect 
of a mailing scale, and it’s precisely 
what you get from this PB Model 
S-120. The automatic pendulum 
mechanism provides not only 
lasting accuracy but also fast 
action—with an indicator whose 
hairline edge registers instantly. Ounce graduations 
on the chart are a full half inch apart, make easy 
reading. The S-120 saves precious minutes, prevents 
wasteful overpayment, eliminates “‘postage-due”’ 
troubles. There are 5 lb. and 70 Ib. models for 
parcel post, too. Ask the nearest Pitney-Bowes 
office to show you—or write for the free 
illustrated booklet. 
FREE: Handy wall chart of Postal Rates 
for all classes of mail, with parcel 
post map and zone finder, 
a= PITNEY-BOWES 
one : 
Mailing Scales 


wae PITNEY-BOWES, INC. 


ie 
' 
owen oi een, iotaaat 
~ 3470 Pacific St., Stamford, Conn. 
Originators of the postage meter 
offices in 93 cities 
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six different 
from a 


preparation of as many as 
punched ecards 
typing operation. The tape is a compact 
record of typed information which can 
be mailed, One roll of this S-channel per- 
forated tape, 8” in diameter, 
all information that might 
into some 1500 IBM eards or 
120,000 characters, 


tvpes of single 


be punched 
approxi 


mately 


ADJUSTABLE CHAIR 


Ajusto Equipment Co., 2144 Madison 
Ave., Toledo 2, Ohio, makes the Ajustrite 
Chair which is adjustable to any height, 
by simply lifting the 
ing the Three 


seat, without soil- 


hands. sizes are available 


to Zoe". 2a” 
mecha 


Seat 


in seat heights from 20” 
32”, and 28” to 36”. Adjusting 
nism is guaranteed for 10 
and back rest are upholstered with U.S 
Naugahyde gray, black, 
or red. The seat pad is 2” thick, 
2-ply Nukraft rubberized hair and 14” 
foam rubber. Ajustrite Chairs 
economically priced depending on desired 
height and be had 
for 30-day 


years. 
in green, brown 
made of 


a sample chair 


free trial. 


ean 
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AF GIVES YOU 
1 ALL-AROUND STAPLING 


PERFORMANCE 
(W THE OFFICE — 


Model 

No. 202 

Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. 


No. 105 
a Standard 
Z| asWAY MACHINE 
Stapler, Tacker, Plier, Lr 
Temporary-Permanent Stitch. ¢ an 


Model No. P-98 

PLIER TYPE HAND STAPLER 

Compact, portable for stapling papers 

at files and other hard-to-reach places. 
FILL IN COUPON AND MAIL 


a Ce SS ee oon GE KoreeR eRe one 
[arrow Fastener Company, Inc., Dept. O 
One Junius Street, Brooklyn 12, N. Y. 


I Please send literature on your office staplers 





HOW TO 
INCREASE 
YOUR 
PROFITS 


...without 
increasing 
overhead 





Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
ahd Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 





= 
= 
= 


TELEPHONE 
R1i-5816 


139A Howell St.Dallas,Texas 


174 





Advance Secretaries 


(Continued from page 117) 


cated to assist members in preparing 
| for the certifying examination. These 
| courses are open to non-members. Yet 


the association has felt the need to sup 


| plement its program to bring additional 
| benefits to management, thus the idea 
| of sponsoring workshops in conjune- 


tion with the chapters’ local educational 


institutions was conceived. These work- 


shops are open to all seeretaries and 
management is invited to encourage its 
personnel to attend and take advan- 


| tage of the benefits to be derived from 
| such interesting subjects as Review of 


Grammer, An Executive’s View of Busi- 
ness Letters, Resume of Business Law, 
Operating Costs of Business and Hu- 


| man Relations in Business, just to men- 
| tion a few. 


The secretary and her employer 


| should work together as a team for the 
| mutual 
| Through the secretary and her employ- 
| er working together, better results will 


interest of both of them. 


be obtained for management. This is 


| definitely a two-way program. Many 
| chapters of the association hold an an- 


nual joint meeting with the National 


| Office Management Association for an 


exchange of ideas on what management 
wants from the secretary and the con- 
tribution the secretary can make to man- 
agement. Still not yet content with 
its efforts to bring better qualified per- 
sonnel to management through its cer- 
tifying examination and workshop 
program, chapters grant scholarships to 
young women who are in need of finan- 
cial assistance to further their educa- 
tion in secretarial science. 

Recognizing that every member of 
the association has garnered a wealth 
of knowledge during her working career, 
and wishing to supplement further the 
scholarships that are granted, members 
are endeavoring to lénd a helping hand 
to the potential secretaries of tomor- 
row. Chapters arrange for their mem- 
bers to present a series of lectures to 
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THE EASY way 
Kom >) 3-31:%0) 1 
OLD PAPERS. 


The new "Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips . . . 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREBDER & CUTTER CO. 


tee GAILL «SV RERE 775 Foxe SALEM, OHIO 





Do you 
have the Answers 
to these Questions ? 


@ What are the latest developments in 
punched-card accounting machines? 


@ For what functions are other companies 
using their punched-card equipment? 


@ Are we using our equipment as effectively 
as possible for each function? 


Many of the answers to these and other 
pertinent questions will be found in... 


Vol. 2,"The Punched Card Annual’ 


Completely NEW , from Cover to Cover! Examine FREE for 10 days 


Over 200 pages packed fullofvaluableinfor- | After this period if you agree it is of 





mation for everyone engaged in punched- 
card machine accounting, authored by 
outstanding authorities. Many tips on 
tabulating, forms, accessory equipment 
and short cuts to more efficient operation. 


The Punched Card 
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509 Francis Palms Bldg 


value to you and your company remit 
$6.00 plus postage or return the copy 
without obligation. 


Send for your copy, TODAY! 


Detroit 1, Mich 








WE'RE GLAD 
TO HAVE 
MET YOU 


AT THE 
NATIONAL BUSINESS 
SHOW 
IN NEW YORK 


manpow 
ONS LA wer, inc. 


For Temporary Help, 
Call 


manpower, 
inc. 


saan il 
LUG 
manpower, inc., the Nation’s Largest Temporary Help Service, operates in 
Boston ¢ Chicago ¢ Cincinnati « Detroit « Milwaukee « Minneapolis 
e New York ¢ Philadelphia ¢ Pittsburgh e San Francisco and affiliated 
branches Coast to Coast. 
Write Manpower, Inc., 330 W. Kilbourn Ave., Milwaukee 3, Wisc. 
SSESCSSSSSSSSSSSSSSSSSSSSSSSSSSOSSSSSOSSSSSSCECESSCSECSEESE 





FRANCHISES 
AVAILABLE 
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SEE-ABILITY with VERD-A-LITE 
~— © is our key to office efficiency 


VERD-A-RAY CORPORATION, 


176 


In many offices around the country, 
office managers are getting more efficiency 
and happier personnel by switching to 
Verd-A-Lite fluorescent tubes and Verdex 
coated incandescent lamp bulbs. Both tubes 
and bulbs filter out the harsh glare of 
infra-red and ultra violet rays providing 


working spaces with soft, color corrected 
white light. Maintenance is kept to a 
minimum because of the built-in quality of 
Verd-A-Ray lamps backed by Verd-A-Ray’s 
liberal written guarantee with each tube 
and starter combinaticn. Write today 
for more information. 


Complete line of standard fluorescent colors available. 


615 FRONT STREET, TOLEDO, OHIO 
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secretarial science classes of local 
schools. In these lectures they strive to 
keep before the students the constant 
need for the desire to do a good job, 
to render a day’s work for a day’s pay. 
Students are advised of the many factors 
that comprise a top-level secretary. The 
lectures cover a wide area, from an in- 
terview for a position to the proper 
form of business dress, and thus the 
students receive first-hand knowledge 
of the responsibility they are about to 
assume in the business world. 

Yes, the members of the National 
Secretaries Association are earnestly 
striving to merit a position on man- 
agement’s team. The holder of a CPS 
Certificate is adequately equipped to : 
assume responsibility. She has shown ERASERSTIK is a 
ability and the will to improve herself sweetheart. ..... 
hy spending much time in preparing  Typists, Clerks, Book- 
for and taking the certifying examina- keepers and Account- 
tion. Kneourage your secretary, and — ants love it. 
all the secretaries in your company, to The white polished 
econ teo apy pea ai ve will wood case protects the 
ve a challenge to them ut, more IvA- famous A. W. FABER 
portant, the mutual interest of the see- > 
retary and the employer in this eerti- ¢T4S!98 stock — keeps 
fying examination will bring the end it fresh. Easily sharp- 
result we are striving for—seeretaries ened with a knife or 
with adequate training and qualifications | mechanical sharpener. 
to share the heavy burden of manage- A quick flick and 
ment. errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
Small Business trace. 
(Continued from page 111) Make sure your 
Dealer sells you 
ERASERSTIK, not some- 








curiosity as to why they are the facts 

‘ } ’ > "Yo are S » j r ° “ee * 

“eae Miao ag are not — thing “just as good”— 

better, nly 80, o my way o thin - because, frankly, there 

ing, can management obtain news and — . pict pss 

not history. is nothing just as good. 
Meanwhile what is sauce for the goose, Ask the folks who use 

as the saying goes, is sauce for the gan- | ERASERSTIK. 

der. For management to be. efficient 


there must be the maximum devolution 
of responsibility. Apart from other ad FABER-CASTELE 
vantages this policy builds up self re- 








Ba . Ewark 3." 
spect, willingness to faee hard work, pENCIL COMPANY Inc... 
and interest in that work among subor- 4 


dinate executives. 3ut a subordinate 
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ATLAS 
VERTICAL FILING 
SavesTIME & MONEY 


NEGA-PLATE 
HANGER 


For users of 10"' offset 
plates and negatives. 
Gives tops in 
protection and 
accessibility. 

Two heavy-duty 
envelopes with each 
hanger, printed for 
identification. Fits 
Atlas Deluxe, Twin 
Deluxe or Jumbo 
Cabinets. 


DELUXE FILING 
CABINET 


All-steel cabinet on ball 
bearing casters. Comes in 
three widths to hold 


three sizes of Atias hangers. 


(Four hanger styles 
available) Holds 300 
offset plates or 500 
stencils. Write 

for complete 


specifications. 


ATLAS STENCIL FILES CORP. 
16728 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 





who feels he is laboriously entering col- 
umns of figures, which could be obtained 
twice as fast and twice as easily by other 
means, is rarely in the right frame of 
mind to shoulder added responsibility. 
Therefore any means—and mechaniza- 
tion is undoubtedly one of the chief 
ones—whereby his routine drudgery can 
be eut, is achieving two things. It is 
getting the routine work done more 
quickly and invariably more accurately, 
and at the same time leaving the subordi- 
nate executive more time to assert his 
initiative to aid his superiors and to 
put into his work the best of which he 
is capable. 

Now view the matter from the more 
general aspect and it will be seen that 
this is further endorsed. In the United 
Kingdom approximately 31% million, or 
more than one-eighth of the employed 
population, are clerical workers. In 
the U.S.A., T understand, the equivalent 
labor force is nearly 9 million. In both 
cases this is a very high percentage of 
our total bread earners. It is therefore no 
good blinking the facts, the wages of 
our respective clerical workers represent 
a very high proportion of our national 


| commercial day-to-day expenditure and 


every possible opportunity should be 
taken to make those employees-as ef- 
ficient as is humanly possible. This 
does not mean mechanize and sack half 
of your staff. Still a very large section 
of the world is without commodities they 
could and would have if prices were 
dropped. None know better than you 
Americans that the answer to lower 
prices is greater production. 

The purpose of mechanization of of- 
fice work is to get more from each em- 
ployee, from every employee, and to 
provide management with the means to 
plan ahead; to facilitate that planning 
by providing the data necessary more 
speedily, more accurately and more 
fully. 

One of the problems, recently faced 
by one of the biggest car manufacturers 
in this country engaged in the export 
trade, was not the production of ears 
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but paradoxically enough the prepara- 
tion of the forms to get them away on 
time. The cars were Jeaving the assem- 
bly lines for export at the rate of one 
every 134 minutes but it was taking a 
typist eight minutes to issue the neces- 
sary shipping instructions. Needless 
to say, approach to a member firm of 
my association soon got the matter 
cleared up and the work is now done 
twice as fast by half the staff with less 
fatigue and a saving of £30 a week by 
economies in staff and stationery. That 
was a while ago. Now the firm has gone 
on to expand and accelerate its output 
so that it has not been a case of creating 
redundant labor but of getting more 
from the same number while creating 
good will by meeting orders faster. That 
strikes me as the epitome of business 
efficiency. 

One of the important tasks ahead of 
the British office equipment industry, I 
believe, is to impress the small business 
man with the advantages of office 
mechanization. A concern controlled by 


one man needs more than ever that he 
should have the liberty, the facts and the 
means to plan ahead for the develop- 
ment of his firm, He cannot have any 
of these advantages if he is called upon 
to personnally check by laborious 
methods the tardy correlation of data 
by old-fashioned methods which have 
been collected the same way by his em- 
ployees. At the same time neither ean 
he afford nor is it sensible for him to 
pay overtime for clerical work. If by 
any chance it is paying him to employ 
overtime labor in this field, then it ean 
only be asked how much more economical 
it would be for him if he eliminated this 
necessity by introducing some form of 
increased mechanization, 

In the U.S.A., I believe, owing to the 
high costs of clerical labor, the office 
equipment industry has already obtained 
a strong foothold in this market, but I 
should be very surprised to learn that 
it has not still a long way to go. In the 
export field the British office equipment 
industry has every reason to be proud 


“You Don’t Have To SOFT-ROLLER ME, 
When You Use The NEW 


a¢:\(XE>oTYPERITE INDEX TABBING 


With Pica Spaced Inserts!” 


—— 


aR a 
_ Accurately 
Spaced 


Ca 56% 


| Typewriter Use. 
b}- - - --4 
i] An 

| ACO 
Jj Exclusive!” 


AZ 


AIGNER INDEXES 














TYPING TIME! 


Typing Is Faster, Easier! 
Always on a Straight Line! 
Titles Are Neater, Cleaner! 


Ends the Need for Tedious, 
Fatiguing, Soft Roller Work! 


Now, At Your Stationer or Write Dept. 6, for FREE Sample! 


| or] To lan | DESIRED, 
NO SOFT ROLLER REQUIRED 


The Spacing Does It! 

The Blank Inserts with 

the new AICO TYPE- 

RITE Tabbing are exactly 2 and 3 
picas deep to permit use of the line 
space lever when typing titles. This 
ends the need for soft roller work 
when positioning the titles on the in- 
sert strips. You just set the line space 
lever for the spaces wanted and type 
away. 








97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 





AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


my CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 
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| of its postwar record. Each year since 

| the war it has increased its volume of 
shipments and I am hopeful that it has 
done so again in 1953. During the first 
three-quarters, for which figures are 
available, our exports amounted to £8,- 
954,785 of machinery, safes and steei 
cabinets. America’s exports are a great 
deal bigger still. This seems to me to 
emphasize that what I have stressed as 
the recipe for Britain and the U.S.A. is 
already appreciated by our competitors 
abroad. Long may they continue to 
do so. 





Records Audit Technique 


(Continued from page 77) 


ings and improvements: 

1. Release 6,500 sq. ft. of 
space, 

2. Release 1,500 sq. ft. spread 
through the offices and currently used 
for maintaining records. 

3. Elimihate approximately 7,000 cu. 
ft. or 100 tons of valueless records. 

4. Caneel purchase of new office fil- 
| ing equipment for three to five years. 
| Purchases in 1952 reached nearly $10,- 

000. 

5. Consolidate control of all reeords 
in offices and storage through scientific 
inventory and appraisal, completely in- 
dexed and time-tabled for retention and 
disposal. 

6. Seientific design of a new-type 
records center, which will attract semi- 
active records from valuable office space 

| as well as reduce the storage equipment 
| eosts from $2.64 to $.85 per cu. ft. of 
records. 

7. Train selected company represen- 
tatives to work with the council and econ- 
tinue the program in other company 
operations. 

In addition, the company would re- 
| ceive a visible index to all records and 
| a set of controls for the present and 

future retention, transfer and disposal 
| of all reeords covered. The controls 
| cover record group identification, re- 
| tention requirements of federal and 


storage 
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state statutes, and the council’s exper- 
ienced recommendations covering peri- 
ods of time to retain in office, transfer 
to low-cost storage and when to destroy. 

The training of company personnel 
to continue the control system is of ut- 
most importance. Most companies do 
not possess the required time, talent or 
know-how to set up paperwork and 
records controls of maximum efficiency. 
Part-time efforts produce partial re- 
sults that are often ineffective. The 
tested experience of a professional or- 
ganization permits a wider range ot 
thinking, a degree of objectivity which 
permits it to do the job more efficiently 
and, actually, less expensively. In most 
eases, the first year’s savings are nor- 
mally five to six times greater than the 
initial cost of a records keeping control 
installation. 

The couneil’s job is a short-term prop- 
osition designed to provide an organi- 
zation with a specialized system of 
controls on records keeping, reeords 
making and reeords retention. Its tech- 
nique is such that it trains company 
personnel to take over after the imitial 
installation and continue the system. 
For this purpose, selected company em- 
ployees are consulted throughout the 
audit and installation, and provided 
with a manual that explains fully all 
facets of the system installed. 


Railroad Operation 


(Continued from page 72) 


cilitated the interchange of ideas and 
experiences between the accounting of- 
ficers and has provided a forum for 
prompt consideration of accounting 
problems peculiar to railroads. The 
division has a membership of 432 ear- 
riers represented by 891 accounting 
officers. It functions through standing 
committees headed by a general com- 
mittee consisting of 27 chief accounting 
officers. This is the policy-making or 


management level committee. It con- 


siders all general accounting and related | 
matters, or problems, presented by its | @ 
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mM MrDealer... 


ay 


Could you win new customers by talking 
“halftone reproduction” on a stencil duplicator? 
or 25 second color change? 
or automatic inking control? 
or print without slipsheeting? 


thats the eam way ! 


Do you want a duplicator line that offers a 
competitively priced, custom-built, internationally 
famous machine that’s second to none? 


+ Gam has if! 


Do you want a duplicator line that offers vou 
prompt delivery of all models, parts and supplies 
from New York headquarters? 


..@aap has it! 


Do you want a duplicator line that offers you 
factory trained representatives to assist with sales, 


merchandising and service problems? ! 


RONES 
For these and other RONEO features 
write for your copy of “Mimeograph- 
ing Without Stencil Cutting’. 





NAKED TRUTH 


--- and why this PPC Duplicating 
Fluid is your greatest profit 
item... 


FOR THE FIRST TIME... 
the actual formula* 


We dare any other 
manufacturer to be as 


and frank, The 
Duplicating Fluid adver- 


open 


tised herein contains: 


*ALCOHOL and CELLOSOLVE SOLVENT 
THAT IS ALL! 


PPC Spirit Fluid is quick drying—will not cor- 


rode equipment—yields maximum _ copies. 


Meets government specifications type || under 
general services OD-825. 


RETAIL QQ per gallon 


SHIPPED PREPAID 
MONEY BACK GUARANTEE 


* 
POTOMAC PRODUCTS 


BERWYN, MARYLAND 


Eastern Representative: 
Lifton-Keppler Associates 
321 Broadway, New York 7 REctor 2-5165 
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subordinate standing committees, or by 
the various bureaus of the federal regu- 
latory agencies. From among its num- 
named the contaet committee 
which operates as a liaison between the 
division and representatives of govern- 
mental bureaus. 


her is 


Standing committees, all composed of 
railway accounting officers, are avail- 
able and active in each of the several 
phases of railroad accounting, such as 
freight, passenger, disbursements, ete., 
and a separate research committee en- 
deavors to probe into any and all new 
ideas, processes, machines and machine 
applications. All these committees of 
the Accounting Division meet regularly. 
Their joint efforts have produced rail- 
way accounting principles and practices 
which are surprisingly uniform through- 
out the industry, not only as regards 
transactions involving more than one 
railroad but in the transactions of an 
individual railroad. Accounting and re- 
porting regulations of the Interstate 
Commerce Commission also have been 
directed consistently toward uniformity. 

It is appalling to contemplate the 
chaos which would exist in railroad ae- 
counting and statistics if the present 
degree of uniformity had not been at- 
tained. The whole structure of inter- 
line transactions would collapse and 
railroad financial reports, now univer- 
sally accepted as reliable and authentic, 
would cease to be so regarded. 

Rapid communication of facts and fig- 
ures also is one of the highlights of rail- 
road accounting. In faet, communica- 
tions make the existing systems and pro- 
cedures possible. Railroads have pio- 
neered in this respect; first, with the 
telegraph, then with the telephone, and 
finally with teletype and radio. Pioneer 
telegraph lines generally paralleled and 
were located on the property of the pio- 
neer railroads as the rails moved ever 
westward and southward. These tele- 
graph lines were utilized for conveying 
necessary information for operations, as 
well as for railroad accounting, to cen- 
tral points. Today, almost every impor- 
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tant railroad has its own telephone sys- 
tem. Merely by picking up a telephone 
the railroad accountant in headquarters 
can obtain facts from employees at the 
far reaches of his railroad. Teletype is 
rapidly coming into general use, both 
for advancing information as to train 
and car movements and other data to 
locations which will need such informa- 
tion when trains arrive, and for repeat- 
ing to headquarters for use in account- 
ing processes, this and additional infor- 
mation. 

Radio is becoming a commonplace for 
use in substitution for telegraph and 
telephone service, and as a means of 
communicating between personnel op- 
erating trains, between trains, and in 
terminal operations it has wide applica- 
tion. Thus almost from the beginning 
railroad accounting has been dependent 
upon communications and it has seized 
upon improvements in communications 
as a means of enhancing its ab-lity to 
reduce operations to facts and figures 
ever more rapidly. 

Mechanization of railroad accounting 
processes has been primarily an economy 
measure, although an improved product 
is a collateral result. If railroad aec- 
countants had been content to continue 
the laborious manual clerical methods 
of even the 1920’s, the clerical forces to- 
day would be much larger instead of 
actually smaller in number. And this 
decrease in forces has been accomplished 
in the face of increased volume and a 
radically reduced work week. 

Today there are machines to proces: 
the voluminous details involved in 
freight and passenger accounting, sta- 
tion accounting, freight claim account 
ing, ete. The application of photogra- 
phy and other methods of facsimile re- 
production by the railroads is rapidly 
expanding and every day new ways and 
means are being found to apply these 
modern methods for securing exact 
copies of documents and accurate re 
ports to the accounting, operating, and 
traffic departments, to expedite the 
movement of freight shipments and to 
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EVERYONE NEEDS 
A TOPFLIGHT 


Many of your cusfomers are busy as bees 
right now, keeping up with an ever-increas- 
ing load of business figurework. Help them 
out. Show them how a Remington Rand 
TOPflight Adding Machine—with the world’s 
fastest keyboard — can cure business figure- 
work headaches such as tax, inventory and 
routine reports. With hand or electric TOP- 
flights, you're sure of quick turnover and 
stay-sold sales. Let your Remington Rand 
Dealer Sales representative help you cash in 
on TOPflights. Or, write us today. 





Remington. FRand 
DEALER SALES DIVISION 
315 FOURTH AVE. « NEW YORK 10, N.Y 








Something NEW for COLLATING! 


use Evans 


SPEEDY JOGGER 


with Evans 


GATHERING RACKS 





es ie ¥ 
WliAVW/ Yi 
NOW—an ingenious Jogger that makes col- @Nava see 
lating even faster. Just set in place at end of 
any TU Evans Gathering Rack. As sheets are 

PICTURED: 1!2-section TU Rack with Jogger. 
gathered from rack, drop each handful of Rack is $16.50-—Jogger $10.00. (7 other Evans 
papers criss-cross into Jogger. As you lift Gathering Racks from $10.00 to $25.00, de- 


“ adi c tyl d whether 6 12 or 18 
hands away—tap the handle—and sheets jog wer ws Fee : 


together into neat sets, ready for removal. Evons Gathering Racks are GUARANTEED 


Jogger is all aluminum—as are all Evans to produce QUICKER and MORE ACCU- 
“ RATE results than any other collating aid on 
Gathering Racks. the market. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 











Improve the efficiency of property iden- 
tification with easy-to-see “SERIALLY 
NUMBERED AUTOGRAPHS”. . They’‘re 
handsome, durable, .016” aluminum 
plates. Stamped serial numbers are 
4 black-lacquer filled for maximum leg- 
ibility. Other copy is lithographed 

in sparkling colors. They won’t mar 

4 the beauty of your finest equip- 
\% ment. No drilled holes, tools, 
\ brads, wires or messy tapes are 

\ needed. Mount them on any clean 
surface (crackle finish, too) by 

\ simply brushing activating sol- 

4 vent on the adhesive backing. 


\ 


eo se SF \ 
THEY . / wv 

Try before you buy! tt sh 

Write for samples and ] f 


descriptive literature. 
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duplicate many valuable records. 
Machines save men in the task of 
computing payrolls which have assumed 
staggering proportions and demand 
speed and efficiency because of time lim- | 
its, complicated pay scales in railroad | 
service, and the many deductions to be | 
made including those for taxes, bond | 
programs, ete. One type of machine | 
writes the cheek and earnings record in | 
a single operation or separately if the | 
user desires and, at the same time, pre- | 
pares a payroll summary with auto 
matic totaling of earnings and deduc- | 


tions. 
| 


The introduction of devices by which 
information can be placed upon a card 
in the form of punched holes, and the 
resulting cards sorted or compared me- 
chanically to bring together similar data, 
and then processed by other machines 
which calculate and extend totals and 
tabulate the information so produced, 
has revolutionized railroad accounting 
and statistical procedures. Such ma- 
chines frequently are associated with 
tape-producing typewriters or teletype- 
writers, so that cards may be produced 
automatically from information cut into 
tapes at distant points. These devices 
are used also for payroll purposes to 
great advantage. 

All these machines and many others, 
together with the better known calcu 
lating and computing machines which 
have been developed during the past 
few decades to the point that they are 
almost automatic, have contributed im- 
measurably to the progress of railroad 
accounting. It would be impossible 
without them to process currently the 
voluminous details of the daily load of 
railroad transactions without enlarg- 
ing tremendously the present clerical 
forces, and the cost of even attempting 
to do so would be prohibitive. 

By thus cooperating between them- 
selves through the medium of the Ae- 
counting Division, by availing of im- 
proved communications to centralize ac- 
counting work and utilizing improved 





accounting machinery, the railroad ac- 
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i Ee) 
BREAKING! 


NO 
TEARING! 


is Le) 
SLIPPING! 


FULL PROTECTION 
for your papers with... 


Schlegel put 
FASTENERS 


NO BREAKING! Strong, durable Schlegel 
PULL FASTENERS will not break, or 
rot. Hold papers firmly while you carry 
them, or for a lifetime in your files. 


NO TEARING! Valuable rolled drawings, 
flat documents, and checks are pro- 
tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


Schlegel 


377 N. Goodman St., Rochester 7, N. Y. 


MANUFACTURING 
COMPANY 





ETNER 
S$ EXCLUSIVELY 


15% to 20% more copies per 12-01. tube 
Cleon, sharp work on mimeo bond 
Fast drying — no smear, no offset 


Black and colors with minimum 
penetration 


Won't pack on distributor bar 
Won't drip from silk screen 
Won't harm stencils or silk screens 


Won't harden on waver rolls or bokelite 
cylinders 


Special odapter head on tube fits 
Gestetner ink pump 


Washes off hands with soop and water 


r nome of 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST., CHICAGO 22, ILL. 


IN CANADA 
Carbon Paper Service Bureau 
177 King St., West Toronto, Canede 


counting officer has been able to ex- 
pedite and improve the work of his de- 
partment and perform it at a lower 
cost than would be possible otherwise, 
and yet to comply with governmental 
regulations. As a result, he has im- 
proved his own standing in the railroad 
field. No longer is he considered merely 
as a bookkeeeper. On the other hand, 
he is commonly accorded a recognized 
position on the management team and 
his statistics and summaries of past per- 
formance, as well as his predictions of 
things to come, are important yardsticks 
of managerial policy in the railroad in- 
dustry. To maintain his present posi- 
tion, a railroad accounting officer must 
be ever on the alert. Developments in 
communications and in accounting ma 
chinery have been extremely rapid and 
the application of electronics to such 
devices gives promise of greater econ- 
omy and efficiency in the days to come. 





Making Work Desirable 


(Continued from page 69) 


Some years ago, I attended a meet- 
ing in St. Paul composed of office man- 
agers and educators. After an eve- 
ning of discussion relative to the poor 
preparation that our young people are 
receiving and the inability of office man- 
agers to find good, efficient and reliable 
people, a young teacher rose and said 
she did not know much about the prob- 
lem but she did know one thing—when 
offices paid as much as the factories, 
we might expect to attract the brighter, 
more desirable applicants. 

Wage scales today are becoming ad- 
justed. Progressive employers are pro- 
viding the finest working conditions. We 
must realize, however, that we are néw 
attempting to combat the years of: pub- 
licity, glamour and pay differentials that 
worked to the detriment of the office 
worker. The road back must necessar- 
ily be slow and deliberate, but it must 
be taken. 


Recognizing the seriousness of this 
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$ 00 


f.o.b. S.F. 
or N.Y. 


A—Total dial. B—Handle to clear total. C—Stylus 
pencil. D—Touch this bar to clear checking dial and 
reset keyboard. E—Checking dial, equal to tape for 
checking each item. F—Add and subtract lever 


Just set up the amount. No handle to pull—no 
paper or ribbons to buy. Precision built of steel, 
aluminum and brass to last a business lifetime. 


TOP DEALER DISCOUNT. 
OFFICE APPLIANCE COMPANY 


159 New Montgomery St., San Francisco 5, ,Zalif. 


Don’t drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


g 
‘ane GOESERReeme aa 
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MASKING and 
SET UP TIME 


SLASH 


with the BASE LINE 


MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


For MULTILITHS 
=) No. 1200, 1300, 50 
=\ DAVIDSON No. 221 


NOW mask negatives 

in two minutes, pre-setting the 

plate image within %” of correct position! It’s 

easy with the precision-ruled Base Line MAsk- 

ING SHEET! Slashes press set-up time, boosts 

output, cuts costs! Hundreds of users, coast to 

coast. WRITE for free samples, mentioning 
make and model press! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 





ON OFFICE SUPPLIES 


A Procurement Plan 
to fit the needs of 
every Purchasing 
Agent—from the very 
largest to the smallest 
firm, 


THOS. J Morans Sons 


: Seven Fourteen Girod Street 
a New Orleans 12, La. 














' Please send me a copy of your 
free, illustrated catalog. 


Name of individual 
Name of Firm .. 
Address . 
City 

8 State .. 
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. . way back in 1895 to be exact our 
company was founded and the name U. S. 
TYPEWRITER RIBBON MFG. COMPANY 
was chosen. It was a good name because 
it told iust what we made. . . typewriter 
ribbons! 


From this modest start the comprehensive ''U. S. 


Line’ has emerged .. . just look . 


RIBBONS CARBONS 

Adding Billing 

Addressing Fanfold 

Billing Gummed Edge 

Hectograph Hot Wax Spot 

Multigraph Hectograph 

Multilith One Time 

Tabulating Pen 

Time Clock Pencil 

Time Stamp Posting 

Typewriter Typewriter 
etc. 


This extensiveness of product shows the 
need for a more fully descriptive name 
. and so ofter 59 years may we rein- 


troduce ourselves as: 


U. S. CARBON & RIBBON MFG. CO. 
Inc. 
621-623 CHERRY STREET 
PHILA. 6, PENNA. 


Established 1895 








problem, the National Office Manage- 
ment Association has appointed a com- 
mittee to make an intensive study of 
this problem. It is headed by A. G. 
DeVaughn, personnel officer of the Re- 
tail Credit Co., Atlanta. On the com- 
mittee are F. L. Haskell, chief ae- 
countant, Wallace Barnes Co., Bristol, 
Conn.; Dr. Cylvia A. Sorkin, manage- 
ment consultant, St. Louis; and Ken- 
neth B. Willett, vice president, Hard 
ware Mutuals, Stevens Point, Wis. This 
committee is presently devising a pro- 
gram which will permit us to. trans- 
mit this problem and to publicize the ad 
vantages and importance of office work 
to students in the high schools and col- 
leges in the 144 cities where we have 
NOMA chapters. The committee will 
be also working with employers, through 
our 14,000 members, in this effort to 
again establish the office job as the nat- 
urally preferred occupation of our 
young people. 

Our concern must be to bring back 
to the job in the office the prestige it 
enjoyed 15 years ago. To accomplish 
that objective we must have an or 
ganized, coordinated and intelligent pro 
gram that we can present. Once an 
adequate supply of office help is again 
established, the question of quality of 
work and proper selection automatically 
will be solved. 





Watch Costs 


(Continued from page 67) 


technical education and the interchange 
of ideas are essential for success. The 
National Association of Cost Aecoun- 
tants, on both its national and chapter 
levels, is contributing importantly to 
this success. Its 34,000 members, 
through the association’s services and 
activities, are furnished the means of 
meeting changing conditions and _ ree- 
ognizing opportunities for service to the 
factory and the office. 

One of these services is the cireula- 
tion to its members of the NACA Bul- 
letin, one of the most informative and 


THe Orrice—January, 1954 





stimulating periodicals in the industrial 
accounting field, which contains each 
year over 1500 pages of articles on ae- 
counting problems, case and procedural 
studies in industrial accounting and re- 
lated fields. This is supplemented by the 
published findings of a permanent staff 
engaged in a continuous program of 
research, a question and answer tech- 
nical service, a comprehensive loan li- 
brary and an employment service. A 
program ot from three to five regional 
cost conferences and one international 
cost conference is held annually, giving 
each member the opportunity to hear 
the latest knowledge and thought in in- 
dustrial accounting and to share experi- 
ences and exchange ideas relating to his 
particular field. 

NACA’s 118 chapters provide an in- 
valuable service for their members. 
These groups, located in the major in- 
dustrial centers of America, Hawaii and 
Cuba, offer a series of technical meet- 
ings, discussion forums, edueational pro- 
grams, plant visitations, news letters 


and other communications, social affairs 
and the opportunity to participate in a 
variety of special chapter activities. 
Collectively, these chapters hold over 
1000 monthly technical meetings annu- 
ally with an average monthly attendance 
of over 13,000 members. The knowledge 
imparted and exchanged by hundreds of 
the best minds in business and industry 
at these meetings tremendously helps to 
equip participants to better discharge 
the responsibilities of their positions 
and to propagate sound cost principles 
and controls which reflect in better fac- 
tory and office operations. 

NACA, like many other similar pro- 
fessional and educational associations, 
is facing squarely the task at hand 
of finding solutions for the complex 
problems now confronting industry and 
business. Their ever expanding resources 
and the vast storehouse of information 
provided their members are the tools 
needed to meet the task successfully and 
to enable our industry t» survive and 
advance. 

















cw 


SILVER GREY OFFSET RUBBER BLANKETS 
v 


William Recht Co., Inc., 50 Church Street, New York 7 




















BE AN AUTHOR! 


Let THE OFFICE tell the management 
world about your successful systems. 
What have you done recently that is 
saving money—increasing efficiency— 
or raising morale in your office? If you 
think your office is a better place tc 
work, tell us why. We buy articles on 
office management. Write THE OFFICE 
270 Madison Ave., New York 16. 
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SAVE TIME & LABOR 
WALCO WASHER 


The Portable 
Cleaning Machine 
For All Model 
STENCIL 
DUPLICATORS. 
Operated by 
Hand or Motor. 
For More Information, Write to 
WALCO PRODUCTS COMPANY 
6641 N. Newgard Ave., Chicago 26, Ill. 





EWS 
of the Office 





Fourth Term for Crockett 


Horace G. 
kett, senior partner 
of McKinsey & Co., 
New York, was re- 
elected president of 
the Assn. of 
sulting 
ment Engineers, 
Inc., at its 20th an- 
nual The 
association amended 
its by-laws to per 
mit reelection of Mr. Crockett for a 
fourth term, no previous president hav 
ing served more than two terms. Walter 
J. Semlow, Barrington As- 
elected presi: 
dent and a director, and George H. E] 
liott, senior partner, George H. Elliott & 
Harold W. 
McKenzie, of Swanson, Ogilvie & Me- 
Kenzie, Chicago, and Richard M. Paget, 
partner of Cresap, McCormick & Paget, 
New York, were reelected as vice presi- 
dents and directors. Arthur J. Slade, 
partner of Rogers, Slade & Hill, was re- 
elected secretary-treasurer. 


Croe 


Con- 
Manage- 


meeting. 


Horace G. Crockett 


president, 


sociates, Inec., was vice 


Co., was elected a director. 


Electronic Computer Conference 
The 
ence and Exhibition, Dec. 8-10 in Wash- 


Eastern Joint Computer Confer- 
ington, attracted approximately 1500 
registrants and almost 40 exhibits of 
computer and component manufacturers. 
Conference ‘*Information 
Processing Systems—Reliability and Re- 
quirements.’’ Most interesting for office 
executives were informal 
sions under the guidance of governmen 


theme was 


9) 


some diseus- 


tal and commercial experts on the grow 
ing applications of computers to busi- 


190 


ness and office problems. These discus- 
sions emphasized the broad gap existing 
between what computers can do today 
and how industry is to apply their capa- 
bilities. There were several heavily at- 
tended inspection tours among the many 
government and military computer in- 
stallations in the Washington area. 


NIGP Officers 


The National Institute of 
mental Purchasing elected the following 
officers at the eighth annual conference 
in Cineinnati: C. L. Magnuson, State 
Supervisor of Purchases, Hartford, 
Conn., is president; Bernard L. Gill, City 
Purchasing Agent, Madison, Wis., and 
John G. Krieg, City Purchasing Agent, 
Cincinnati, are vice presidents. Treasurer 
is John W. Huffman, City Purchasing 
Agent, Richmond, Va. The board of 
directors includes Martin Marques, San 
Juan, Porto Rico; Grant Brush, Austin, 
Texas; Ralph C. Eaton, Richmond, Va.; 
William I. Hornbuckle, Kansas City, 
Mo.; Maurice S. Park, Madison, Wis.; 
Robert W. Sollinger, Syracuse, N. Y.; 
Earl E. Udall, Phoenix, Ariz. 


Govern- 


AMA Seminars 


American Management Assn. will hold 
office management workshop seminars in 
New York, March 29-31; and in Chicago, 
June 7-9. Subjects in New York will be 
work simplification, filing, use of space, 
work standards. In Chicago: job evalua- 
tion and merit rating, manuals, work 
measurement, administration, systems 
and procedures. An orientation seminar 
on methods and procedures will be held 
in New York, Mareh 10-12; and in Chi- 
eago, April 7-9. A booklet describing all 
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“In 40 years experience I've never seen 
anything to compare with Clary” 


Says: 


H. H. MARLIN 


Bloomington, 
Indiana 


“I’ve found that business people who take 
the time to compare adding machines on 
the basis of work-output, quiet operation, 
appearance and keyboard design nearly 
always buy the Clary. 

“In these days of fast-paced business, people 
need and want speed. Being the world’s 
fastest adding machine, Clary gives them 
that. And Clary gives them the best thought- 
out keyboard on the market to take advan- 
tage of this extra speed. 

“Believe me I’ve seen some cluttered key- 
boards in my day but Clary’s keyboard is 
simplicity itself. Each motorized control bar 
has just one job to do. This makes for less 


HINES 


OVER 100,000 BUSINESSES USE 


confusion and cuts costly mistakes. Clary’s 
exclusive Thumb Add Bar works like the 
space bar on a typewriter. Anyone can enter 
whole items with one stroke, keeping thumb 
on the add bar while depressing keys with 
all four fingers. Even beginners get work 
out up to 48% faster. 

“And say...next time you see a Clary... 


look for the correction key. It’s the smallest 
... for a very good reason” 

See for yourself how Clary will do your 
work faster... quieter... easier... to save 
you both time and money. Just fill out the 
coupon or call your Clary representative. 
He’s listed in your phone book yellow pages. 


Clary Multiplier Corporation 
San Gabriel, California 


Please send me full information about 
Clary Adding Machines. 


Name 


Address 


CLARYS TO DO THEIR WORK FASTER L 
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Photo taken at Jackson & Perkins Co., Newark, N. Y. 


The Denominator goes to work for 


JACKSON & PERKINS! 


Counting and segregating orders for many different types of 
rosebushes can now be accomplished quickly, easily, more accu- 
rately and with greater economy by use of The Denominator. 


Each unit of the 500 unit Denominator shown above represents a 
particular type of rosebush. As each order is received, it is tabu- 
lated on its respective unit. Order tabulation is greatly simplified 
—no pencil or tally sheet necessary! The total shown on each unit 
indicates the number of plants sold—and when deducted from 
stock on hand—provides running inventory control! 


The Denominator can be made up in as few or as many units as 
you may require. Each unit can count up to 9,999. Consult us 
for your particular needs, without obligation write Dept. OM-14. 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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Education and Research 


George W. Oliver Jr. (right), president, 

Office Executives Assn. of N. Y., accepts a 

check from David E, Griesemer, chairman of 

their National Business Show committee, the 

proceeds of which go for OEA's educational 
and research activities. 


writing the 
12nd 


seminars can be had by 
AMA Seminar Registrar, 300 West 
St., New York 36. 


OMAC Salary Survey 

The average salary of non-supervisory 
office workers in the Chicago area has 
$1.24 per week, or 
the last six months, according to Office 
Management Assn. of Chicago. This 
compares with an increase of 3.66% for 


increased 2.07%, in 


the previous six months, The semi-annual 
salary survey shows the average weekly 
white collar wage last 
$60.93 as against $59.69 in 
study was made of 35,999 
rates in 44 payroll classifications 
other office practices are reported. 


October was 
April. The 
individual 
and 


Engineering Conference 


The Sixth Annual Industrial Engineer- 
ing Institute of the University of Califor 
nia will be held in Berkeley, Jan. 29-30, 
and in Los Angeles, Feb. 1-2. Prof. Bruce 
G. MeCauley, general chairman, said 
the institute will present fundamentals 
and recent practical applications in the 
field of industrial engineering and man- 
agement, as well as the results of indus 


Tak Orrice—January, 1954 


trial engineering research performed at 
the University and throughout the coun- 
try. Over 700 managers and engineers 
attended last year. The institute is pre- 
sented in cooperation with American In- 
stitute of Industrial Engineers, Ameri 
ean Society of Mechanical Engineers, 
Society for Advancement of Manage- 
ment, American Society for Quality Con 
trol, Society of Applied Industrial Engi 
and American Material Handling 
Society. Printed proceedings will be dis 
tributed to those attending. 


Joins CIA Staff 
Makela 


Controllers 


York. 


neers 


was appointed 


Insti- 


Benjamin R. 
assistant secretary of 


tute of America, New 


National Conference 


& Exhibit Calendar 


Personnel Conference, American Man- 
agement Assn., Palmer House, Chicago, 
Feb. 15-17. 

Office Management Assn. of 
Conrad Hilton Hotel, Chicago, 
8-11. 

National Office Furniture Assn., 
man Hotel, Chicago, May 8-11]. 

New York Stationery Show, New Yorker 
Hotel, New York, May 16-21, 

National Office Management Assn., St. 
Louis, May 24-27. 

NRDGA Controllers Congress, Ahwahnee 
Hotel, Yosemite National Park, Calif., 
May 24-27. 

National Office Machine Dealers Assn., 
Chase-Park Plaza Hotel, St. Louis, 
June 21-23. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 18-22. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 27-29. 

National Business Show, 69th and 71st 
Regiment Armories, New York, Sept. 
27-Oct. 1. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct. 
10-13. 

National Assn. of Bank Auditors & Con- 
trollers, San Franciseo, Oct. 18-21, 


Chicago, 
March 


Sher 





NEW 
100 PAGE 


FREE esse 


STOCK & STANDARD 
FORMS realistically priced! 


JUDSON FORMPRINT, Inc. 


"authority on paper work" 
DEPT. A, ANN ARBOR, MICH. 








NEW TIME-SAVER 
for 
ADDRESSOGRAPH 
USERS — 


Paper index cards (Quik-Kards)—in continuous 
form—now available for insertion into your address- 
ograph frames. They will save you time! Magnetic 
gauge used to feed cards manually. Automatic 
feeder also available. Write for details and samples. 


Addressing Machine Co. of Calif. 
618 Mission St. © Sun Francisco 5, Ceolif. 











THE ALL NEW 


PLATEN p> 
100% GR-S RUBBER <Q} 
SEND FOR OUR PRICE LIST 
Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 
409 LaFayette St. N.Y. C. 3, .N. Y. 











ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
TTT Write for Our Cataloa til 
WUiAnnanes s,s cvaeet dll 
|. A. DEHN, JR. 
for. eer Adding Mathine Parts Ma 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





| employment 
| and many other topics, are all matters 


Get the Smart Students 


(Continued from page 112) 


| commercial classes because they cannot 


succeed in academic work, whereas the 


| brighter student is often encouraged to 
| follow other fields. Although it is true 
| that there are jobs in the business world 


which are routine in nature and which 


| can be filled by students who are not 
| academically inclined, nevertheless the 
| need for alert, keen-minded young men 


and women in business is even greater. 
It is these people who should be en- 
couraged to investigate the opportunities 


| which business training affords. 


The intelligent use of business insti- 
tutions by the schools is an effective 
way of providing young people with 
training in the practical application of 
business methods. Problems of budgeting 
money and time wisely, the proper use 
of credit, how to figure simple interest 
and to determine actual rates on partial 


| payments or installment purchases, the 


legal relations of buyer and seller and 
of landlord and tenant, how to borrow 
money wisely, how to select the proper 
kind and amount of insurance and in- 
vestment, how to use checking accounts 
and other services of financial institu- 
tions, how to figure income tax returns 
and keep personal records, how to use 
competently the facilities of transporta- 
tion and communication companies and 
the postal system are just a few of the 
many personal use areas in which schools 
should provide instruction for all stu- 
dents. 

For those who are about to enter 
the labor market, such topics as how to 
get a job, how to write letters of appli- 
eation and fill out application forms, 
the value of good grooming and de- 
sirable personality traits, the relation- 
ship of employer and employee, labor 
unions, social security, workmen’s com- 
pensation laws, group insurance, in- 
come tax witholding requirements, un- 
insurance, credit unions, 


THe Ovrice—January, 1954 

















an office ic. ema * 


a place for everything 
and everything in its 
place 


° 
THE WORDEN SECRA- 
TYPE DESK—A LAST 
WORD IN ECONOMY 
AND FATIGUE 
REDUCTION 


A 
LONG TERM 
INVESTMENT IN i a 
OFFICE EQUIPMENT 


Patent No. 2133807 


WORDEN Wixy 
rhe ee’ Ne 








of, HOLLAND, MICHIG 


(eustees >) RS ee” PROMPT 
Camas . ee DELIVERY 
OUTSTRETCH ... OUTLAST... OUTSELL... ALL OTHERS 


Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 
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US. Pat Off. 


FLEXIBLE 
STEEL RULES 


or 


in 9” — 12”— : 
15”—18”—24” hii cS ~ 
a 


—_ “7 @O® 


FLEXIBLE STEEL RULE 


Can be used as a ruler, 

paper cutter, wean 

edge. Made of — 

tempered steel, bac 

with patented NON. SLIP 
material. Graduated in !|/léths. Individ- 
ually engraved below the surface of the 
metal. Will not wear off. Will not slip 
nor carry ink on the edges. 


NATIONAL RULE CO. 


ROCHESTER 14, N. Y. 











48 a om 


i 
=o “74 
—— I 


8-10 ime | pail wi rc 
© 
Jihows 


2000 kx | A pen / 


ven \. ao! | eae: 
SURAPEOOK 


No batt Prag sage mprene 
fones | files 8088 
t+) | a4 apcesoe 
$3.00 | goer | 
Post | Mes, 
Paid —— 


OFFSET CUTOUTS 


Stock promotional headings for offset reproduc- 
tion. Book of 2,000 classified specimens, only 
$3.00 postpaid. A rich source of practical help 
and inspiration. Make your ads more persuasive 
—printed matter more attractive. Thousands in 
use. Available also are other books containing 
promotional art, cartoons, borders, panels, holi- 
day art, etc. Most complete service in U.S. 
Free descriptive be okie’. 
A. A. ARCHBOLD, Publisher 

P. O. Box 20740 Los Angeles 6, Calif. 








Save Time, Reduce Errors with the New 1954 
AYRES PAYROLL TAX COMPUTER 


$14.95 <r. 


SPLIT-SECOND COMPUTATION OF 
F.1.C.A. AND WITHHOLDING TAX 


Payrolls can be simple—when your clerks use the 
AYRES PAYROLL TAX COMPUTER! Twist the 
dial, get accurate tax deductions—all on one line 
from any wage payment to any employee regardless 
of dependents or pay period, Complete with 1954 
tax rates. Write today for your AYRES COMPUTER 
complete with drum of your choice (Specify 
weekly, bi-weekly, monthly or semi-monthly.) Use 
it 30 days, then pay only $14.95 if completely satis 
fied. Otherwise return it and owe nothing. Order 


NEW 
EXTRA-STRONG 


STAND 


Designed especially for 
costly office machines ms 


Styline 
ms 3OO 








Now! Practically impossible to upset. No sway, no tip, 


no skid . . . no more high repair bills due to 
accidental damage! 


WEBER BROTHERS METAL WORKS 
106 North Jefferson St., Chicago 6, Ill. 


APPLAUD SALES CO., Dept. 1-OF 
98 Park Place, New York 7, N. Y. 
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of immediate and eontinuing eonecern 
to the prospective worker and should 
be emphasized in the training program. 

Edueators and businessmen agree that | 
it is the responsibility of the schools | 
to prepare young people to participate 
intelligently in today’s world. That in- 
volves a broad and extensive general 
education. Businessmen and business 
educators must likewise be especially | 
concerned about developing thorough | 
vocational preparation for students as | 
well. For initial employment oppor- 
tunities in positions of importance, for | 
pleasant working conditions, for job 
permanency at fair rates of return, and | 
for unbounded advancement opportu- | 
nities, the world presents a| 
stimulating work. The effective cooper- | 
ation of the businessman and the busi- | 
ness educator will stimulate an interest | 
in business on the part of the alert, | 
keen young men and women that will | 
go a long way towards maintaining the 
conduct of business on the efficient | 
plane that is so necessary in today’s 
economy. 


business 





Pay for Individual Effort 


(Continued from page 100) 
work in any organization ean and does | 
eliminate work. 

Reduction of office cost has not been 
so simple as it appears because we have 
been faced, particularly in the past ten | 
years, with shorter hours and a rising | 
cost of living index which has forced | 
salaries upward. Another feature, which 
has contributed to increased office costs, | 
is relief periods. Most of you will well | 
remember when this was unheard of, 
but when introduced was accepted as an | 
idea to inerease productivity. This, I | 
believe, has been proven among factory | 
workers where the work performed is, | 
generally speaking, far more arduous | 
than that of office work. I doubt, how- | 
ever, that relief periods for office | 
workers achieve the same relative in- | 
ereases because of the difference in the | 
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CON LR OT LET OORT 


Don’t be OLD-FASHIONED 


GO MODERN with 
NO CURL - NO SMUDGE 
Carbon 


It’s old-fashioned to use a fuzzy, hard-to- 
read carbon that taxes the boss's eyes and 
patience. It’s old-fashioned to use a carbon 
that smears your fingers. 


Go modern with No Curt, No SMUDGE, 
the clean, sharp 
carbon which has 
excellent mani- 
folding power — 
plus an extension 
end that prevents 
the soiling of your 
fingers. Your 
Dealer will gladly 
give you test 
sheets —or write 
direct to us. 





\ 


ANN 
keels 


e= 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office : 13, 110 Franklin St. © Chicago 2, 179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 








VALET 78 RACKS 


Features 


More Sales 





MORE SALES 


Led by architects and office planners the 
trend is to Office Valet wardrobe equip- 
ment. By keeping wraps dry, aired and 
open to germ killing light this modern steel 
equipment helps prevent spread of epi- 
demics and resulting absenteeism. Keeps 
wraps “in press,’ helps employee morale, 
saves floor space, fits in anywhere, ends 
locker room evils. 

Widely advertised in general business, in- 
stitutional and trade magazines, this line 
offers an almost unlimited opportunity for 
profitable sales to offices, factories, schools 
and institutions. 


WRITE FOR BULLETIN OV-10 


VOGEL-PETERSON CO. 


112) West 37th St Chicago 9, ill 





type of work. This is a subject that we, 
as office managers, might well put on 
our agenda for diseussion at the next 
general meeting of the National Office 
Management Association. In addition, 
office help has been harder to secure be- 
cause wages of common labor, skilled 
mechanical trades, transportation 
workers and many other fields which 
were previously in many cases paid at 
a lower level than the white collar 
worker have now even surpassed it. 
Consequently the youth of today is not 
so inclined to be attracted to office work 
as it was in the past. 

Our efforts right now as well as in 
the years ahead must be directed towards 
keeping ourselves informed of improve- 
ments brought out by the manufacturers 
of office machines, encouraging and 
fostering ideas among our office per- 
sonnel so that we will continue, as we 
have done in the past, to improve our 
methods and reduce costs. To allow our- 
selves to adopt the attitude that our 
present operation is satisfactory is to 
admit that we are not open to further 
improvement. 


1 think it important that we = en- 
courage our staff to do a good day’s 
work, get to work on time and stay on 
the job until dismissal bell. If, as in- 
dividuals, they can prove that they can 
do these things, then they should be 
rewarded individually. To reward them 
colleetively has become common practice, 
but I think that it is basically wrong 
and destructive to individual effort. Most 
individuals under our system of free 
enterprise need encouragement to foster 
their ambitions and I believe that to 
encourage them to do a good day’s 
work and paying them in accordance is 
far better than regulating their pay 
according to their type of work ir- 
regardless of how much work they aec- 
complish. 

I earnestly believe that these matters 
concerning the basic human teaching, 
which we have knowledge of as a result 
of our upbringing within our homes, 
may well be imparted to our office 
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the Quality Line of 
STURDY, TRANSPARENT 
PLASTIC 


Q 


T-SQUARES 

PROTRACTORS and 

OTHER RULING, 

DRAWING and 

COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


martforda, Conn. U. $. A. 





Dependable 
Rough & 
Rebuilt 
Office © 
Machines 
Write for our 
NEW PRICE 


LISTS Our Rebuilt Sundstrand 


ADDERS : Weoffer fair prices, 
CALCULATORS guaranteed rebuild- 
: ing, prompt serv- 
TYPEWRITERS =<: ice to users and 
BOOKKEEPING a, “ag ee 
MACHINES : over. As or ov 
; quotation on = any 
ADDRESSING : make or model 
EQUIPMENT : office machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc 


326 Broadway, New York 7, N. Y., HArover 2-6700 


Cable ““ADDBOOKAL 
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ITs A MIRACLE! 


MAGCNHET'S FOUNTAIN SOLUTION 
mnacie \CLATE CLEANER 
PATCH-UP 


GREATEST OFFSET DISCOVERY IN YEARS! 


These three solutions are far and away the 
best ever developed! They prolong plate life, 
sharpen work, hold and strengthen correc- 
tions, improve all around printing quality 
magically. Try ‘em—you'll agree they're not 
just good ... they're terrific! 


Send now for your trial order on our 
UNCONDITIONAL GUARANTEED MONEY-BACK OFFER 


TRIAL $3.00 Qt. MIREPEL Fountain Solution 
ORDER: $3-00 Qt. MIREPEL Plate Cleaner 
* $1.00 4 Oz. MIREPEL Patch-up 


Manufacturers of chemicals and supplies for offset use 


MAGNET SALES 


262 MOTT STREET NEW YORK 17 NEW YORK 





RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 

TAX EXTRA 


FREE TRIAL OFFER. Write, asking us to send you 
ao RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. Washington 5 D.C 














staff if we employ the patience, dis- 
cipline and encouragement instilled in 
us by our parents. 

What most businesses fail to realize 
today is that office workers, because of 
their higher mental calibre, are not seek- 
ing office employment where their labors 
are underpaid in relation to these efforts. 
Instead, they seek other fields where 
their intelligence and talents are more 
appreciated in the satisfaction they ob- 
tain from other endeavors which are 
far more lucrative. Consequently the 
technical fields are drawing the supply 
of thousands of prospective office 
workers. This is a condition that we as 
office managers have got to face in the 
future, by improving their chances for 
advancement, by improving their work- 
ing conditions and possibly making office 
work more lucrative and, at the same 
time, so improve our methods and 
routines that less help will be required 
and thereby perform the same amount 
of work at no extra cost. This is the 
challenge we all have to face and to 


NEW! ou 


TYPEWRITER TYPE CLEANER 


accomplish it will require all our energy, 
ingenuity, patience and training to de- 
vise better ways to do things. 





Tabulating Manager 


(Continued from page 94) 


modern machine methods of accounting 
have begun to realize the value of his 
services — they have reconciled them- 
selves to the fact that they can no longer 
ignore the things that his machines ean 
do for them. They found that they must 
observe and learn his methods or be 
lett behind on their high stool of good, 
but outmoded, accounting methods and 
procedures. 

The revolution to come, perhaps al- 
ready upon us, will be far more im- 
portant than the one we have been par- 
ticipating in. No one can deny the en- 
trance into the business world of the 
electronic machine, of the fast and re- 
liable computer and printer, of the com- 
pletely automatic inventory and statis- 


Cleanest keys ever! 








‘ 








® TYPE CLEANER 


Stationers write: 


200 
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1875-1954 
The First Eradicator Ever Made 


H. H. COLLINS INK ERADICATOR 


tical machine. The tabulating manager 
now finds himself on the inside track in 
the race to play the most important part 
in the coming “atomic” age of business 
machines. He has the background of 
years of experience with the most 
modern equipment that has so far been 
available. Because of this experience 
he can more easily understanding the 
many things that are being said and be- 
ing written on new machine develop- 
ments. 


_— 


BEST BY TEST @ STILL THE FIRST 
ORDER DIRECT FROM 


COLLINS-BENTON CO., INC. 
200 Washington St., Hoboken, MN. J. 


— 














Whether he takes proper advantage 
of his enviable position or not is en- 
tirely up to him. He should read 
every article that he can find on new 
equipment and new ideas that may be 
of value to his company. He should 
associate more closely with his fellow 
tabulating managers through member- 
ship in one of the management so- 
cieties. He should keep his lines of 
communication open so that his prob 
lems will be more quickly answered. 
He should take every opportunity to 
supplement his education by participat- 
ing in courses and seminars 
offered by business machine companies 
and professional organizations. 


SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 


wt mewn OF 
FOND OV LAC. wit 


schools, 


tele) 4.444 gh ic) 


Sn MACHINES 


oy.) Rod!) ge) 3 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We gquar- 


He should not consider himself 
be a machine operator or even a machine 
accountant. He is a supervisor of 
skilled office workers and a manager of 
a highly respected automatic business 
machine department. He is a member 
of a profession who will be looked upon 
more and more by top management as 128 LAFAYETTE STREET 
an expert in the field of accurate high | NEW YORK 13, N. Y. 
speed record keeping, acounting and Cables; “ERGIBIAN."’ Telephone: WOrth 6-2370 
statistical analysis. He must be con- 
cerned with the application of the best 
possible techniques necessary for the 
most efficient operation of his depart- 
ment; with the present rapid progress 
and development of new data processing 





entee prompt personal attention, lowest 
prices and absolutely reliable service 


Richard Gibian 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 


systems; with the education and train- 
ing of his workers in the proper opera- 
tion of business machines. Above all, 
he must be concerned with his own 
personal development as a member of 
modern management. 


Associations such as the National 
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Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
fber cushioned legs rest on 
ithe floor and prevent rolling. 
Made in 7 heights—3 widths. 
j Send for Circular 53-0 and 


orice. 

1. D. COTTERMAN, Mfr. 

| 4535 N. Ravenswood Ave. 
Chicago 40, Ii! 
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LIX 


IMPROVED MACHINE 
CLEANING FLUID 


SOLD ON ABSOLUTE 
MONEY-BACK GUARANTEE 











Chock these points: 


WILL NOT GUM. 

WILL NOT CORRODE. 

WILL NOT STICK. 

PLEASANT ODOR, 

SAFE. 

NON-TOXIC. 

FAST—CLEANS IN 5 MINUTES, 
NO WATER RINSE REQUIRED (use 
water rinse if desired). 
PRODUCES BRIGHTER, CLEANER 
MACHINES. 

SAVES LABOR. 


NEW REDUCED PRICES 


$1.20 per gallon (for 55 gallons) 

1.30 per gallon (for 30 gallons) 

1.40 per gallon (for 5 gallons) 
F.O.B., K.C. 


TRY IT AT OUR RISK! 


VY VANDA 


ing Fluid in your own shop on your own 
work. We back Improved LIX with an 
absolute money-back guarantee, 


READ THIS GUARANTEE: 
[ 


‘Test-try new. improved LIX Office 
Machine Fluid for ten days. If it 
doesn’t do what you expect — and 
more, fire it back collect. Your money 
will be returned at once.” 




















erence 


LIX DISTRIBUTING CO. 


120 S. MAIN, INDEPENDENCE, MISSOURI 
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perience and 
| advantage of the company. 


| exeeutive 
| market conditions, as to vendors’ posi- 


Tabulating Management Society are de- 


| voted to helping each member become a 


better administrator; to help him im- 
prove his position as the manager of a 
very valuable service department and 
to aid him to further educate himself 


| in the science of modern supervision 
| and human relations. Future plans of 
| the society 


include a more extensive 
management educational program; a 
bigger and finer monthly publieation 
and the enrollment of many additional 
members and chapters. The society is 
very sincere in the further fulfillment of 
its aims and hopes that many more will, 


| by participation in this type of pro- 
| fessional activity, find themselves in a 
' much better position to serve their em- 
| ployers, their fellow workers and them- 
| selves in the future. 





Purchasing Department 
(Continued from page 92) 
knowledge to the best 


This brings me to the most important 


| of the above, number three: cooperation 
| at all levels. In talking about coopera- 


tion one must automatically recognize 
the fact that cooperation is a two-way 
street. Purchasing cannot expect to 
receive the cooperation of the office 
manager unless it is prepared to return 


| the cooperation to the fullest. Purechas- 
| ing can cooperate with the office execu- 


Test-try LIX Improved Machine Clean- | 


tive by handling the details of any 
specific negotiation, thus relieving the 
office manager of the excess function. 
Purchasing can continually forward to 
the office manager information regarding 
new developments, new statistics, new 


| forms and procedures and new equip- 


Purchasing can keep the office 
informed as to trends and 


ment. 


tions on service, financial responsibili- 


| ties, labor conditions, and many other 
| valuable functions. 


In like manner, the olfice manager can 
cooperate with purchasing by calling 
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WILHELM DREUSICKE<C0.: 


BERLIN W.35, GERMANY, : 
LUTZOWSTRASSE 3 





pail | 
} Mail Order Today 


Wi SHIPPED 
ys _) FROM STOCK 


Easiest way to file and find maps, blue prints, 
tracings. Metal cabinet file with locking doors, 
112 tilting tubes handle 60” prints. Tubes 
are indexed for quick location. Only $187.50 











PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 
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Loose ‘Sp! srtorace covers, 


> Style CSP 
Leaf hit 
BINDERS for Strong pressboard with 


~ heavy 2-piece canvas 

MARGINAL | gama 

PUNCHED bility. S 8'/."'x8!/2"" ¢ 
FORMS 


17"'xl47%"". 
EXTRA STRONG 
% mn 
POST BINDERS, 


BINDERS, Style CSC 
Full canvas bound for 
permanent records stor- 
age. Sizes 8'/2''x8!/."" to 
Style TP 17''x14"", open backs. 
Solid '/"" posts, ; PRESSBUTTON POST 
guaranteed —un- BINDERS, Style KP 
tergrr Slate Keyless with '4"' posts. 
nvas . " " " 
hinges. Sizes 8!/."' peed CfA ulOH™ to 17's 
x10%" to 17" «this 
4%". * THIN PRONG 
_** BINDERS, Style PB 
WRITE os és - 
2"' capacity only, Sizes 
FOR CATALOG Y/2"*x8'/2"" to 14''xl4%"'. 
‘LOOSE. LEAF 
ompany, Inc. 
165 Duane St., N. Y. 13 


f 
REctor 2-327 





| PAYMASTER 














ENVELOPES 


Eliminate Time and Expense of 


Addressing, also Chances of Error. 
Paycheck ‘'Outlook’’ Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 

roves personnel relations. 

end us check you now use and we will submit 
sample Paycheck ‘‘Outlook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelope: 
! W. Was! BI Ch ? 








ONLY 
$65.00 


Pius $3.90 





Rockies. 


METAL PLATE 
ADDRESSING MACHINE 


Indestructible heavy portable model. Prints thru a 
ribbon in black. Most practical of all types. No inking 
or other preparations necessary. Always ready for in- 
stant use. Embossed plates only 5c each—mail orders 
filled in 48 hours. 

A GREAT TIME SAVER in addressing statements, en 
velopes, (any size), pay checks. time cards, social 
security forms, tags, labels, etc. Makes carbon copies 


made by 
NETTLE MANUFACTURING CO. 
27 Huntington Ave. Boston 16, Mass. 


Send for circular ‘'E’' and 10 day free trial offer 





TYPEWRITERS 
y\tteV\.433 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


ca 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


« 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N_ Y. 


upon purchasing to assist in future 
requirements for the office, helping to 
enforce purchasing’s policies with vend- 
ors, in advising the purchasing depart- 
ment on the technical aspects of the 
equipment or forms under discussion. 
After all, in the final analysis the user 
of the merchandise must be agre able 
and satisfied before closing any deal. 
The office manager can cooperate with 
purchasing by helping recommend 
streamlined procedures for the pur- 
chasing department, helping eliminate 
red tape and excess personnel in the 
department because about 
40% of any puchasing agent’s job is 
basically office routine. The office man- 
ager can cooperate with purchasing by 
studying his records and reeording 
methods, aiding him in standardization 
of his forms and paper flow and per- 
haps even assisting him in working out 
an intelligent internal audit which will 
verify his day-to-day records and costs. 

Yes, we are living in an age of spe- 
Galization. Each major function of 
industry and business management be- 
comes more and more dependent upon 
the other, thus this phase of inter-office 
cooperation becomes inereasily impor- 
tant. If we, by clearer understanding 
and appreciation of the potentialities of 
other’s function, can cooperate 
more closely; we can make a major con- 
tribution to net profit. Basically, we 
are in business to make a profit. Office 
executive, purchasing executive and any 
other major section of the business 
should and have this one thing 
uppermost in its mind. Therefore, if 
we are all driving toward the same end, 
it is reasonable to assume that there is 


purchasing 


each 


does 


advantage in a cooperative effort. 

se free with your advice and tech- 
nical help to the purchasing agent when 
negotiations on office equipment and 
supplies are open and be quick to take 
advantage of the specialized knowledge 
of the purchasing executive during such 
negotiations. This cooperation will lead 
to better understanding, closer harmony 
and better profits for all. 
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‘at ewer Cost nas 


~ SALESMAN'S FOLDING TRUCK 


For Business Machine Dealers 


e It Collapses Flat and is Easy to Carry in Any Car 
© Solves your Parking Problems—Will Roll Anywhere 
© Walk Right In Ready to Demonstrate To Prospect Any Place 


PRACTICAL © STURDY ¢ EFFICIENT 


The ‘'Regular’’ for Average Weight Loads. 


For SALES and SERVICE 


The "Heavy Duty" for Heavy Rugged Service. 


It Sets Up or Collapses in ONE Second, Blindfolded. 


Hores What They Say... 


@ "Paid For Themselves Quick—Ship Us | More @ '"'Can Now Follow Prospect Anywhere—This Is 
Each Size." Tremendous Advantage." 


@ '"'No More Parking, Service, or Demonstrating @ "Saved Us Over $100 This Month On Delivery 
Problems—Worth Weight In Gold." Labor—! Man Instead of 2." 


s Oa al Do Without Them—Increased Sales @ “Can Now Demonstrate Anytime — Anywhere, 
50%." Instead of Looking For A Crowded Space." 


@ ‘Has Put New Life and Pep In Our Service and @ "Call On 3 Times More Prospects—Still Looking 
Salesmen.' Clean, Refreshed and Peppy." 


@ "A Marvelous Award Or Present To Insure More Profits For All." 
ORDER TODAY! or Write for Details — May we 
ship you one or more on approval? If NOT 100% 
SATISFIED JUST RETURN AT ONCE AT OUR EXPENSE. 


The Federal Cash Register Co., P.O. Box 2265-A Kansas Citv. Mo. 





3 NEWS 
f the Industry 





President of PRSA 

Frederick 
Jr., director of pub 
lic relations and ad- 
vertising of Pitney- 


Bowes 


3owes, Ine., was 
elected president of 
the Public 


Society of 


tela- 
tions 
America at the or- 
ganization’s sixth 
annual conference. 
He succeeds Wil- 
liam G. Werner of Cincinnati, publie re 
lations director of the Procter & Gamble 
Co. PRSA 1,600 public 
relations executives and counsellors who 
direct industry, 
labor, government, educational, religious 
and organizations. For many 
years an officer and director of PRSA, 
Mr. Bowes was vice president during the 
year. 


Frederick Bowes Jr. 


is composed of 


programs in business, 


welfare 


past 


Heads Cesco Sales 

C. E. Sheppard 
Co. has appointed 
Gerald 8S. Mayham, 
president in 
charge of sales. Mr. 
Mayham 


viee 


brings to 
Cesco many years 
of experience in the 
field. His 

record as a success- 
Gerald S$. Mayham ful 

is well 


forms 


executive 

known 
throughout the industry. The appoint- 
ment is part of the company expansion 
program under direction of John W. 
Sheppard, president. 


sales 


206 


Harris-Seybold Acquires Cottrell 


George 8S. Dively, president, Harris- 
Seybold Co., announced the firm’s ace 
quisition of the assets of C. B. Cottrell 
& Sons Co., 99-year-old builder of let- 
terpress and gravure presses for the 
printing and publishing industries with 
plants in Westerly, R. I. and Milwaukee, 
employing approximately 900 people. 


NOMDA Mid-Winter Meeting 

The annual mid-winter meeting of the 
board of direetors of National Office 
Machine Dealers Assn. will be held at 
the Arlington Hotel, Hot Springs, Ark., 
Jan. 9-10, 


NSOEA Membership Drive 
Stationery & Office Equip- 
now in its 50th year, has 
started a membership campaign for deal- 
ers. Allen Cammack, Cammack Office 
Supply, Burlington, N. C., assumed lead 
ership of this membership promotion. He 
will develop membership promotion mate- 
efforts of the 
the Regional Districts on 
membership promotion programs, 


National 


ment Assn., 


rial and coordinate the 
Governors of 


Vulcot Plans Expansion 


A broad plan for enlargement of mau 
ufacturing facilities and product devel 
opment at National Vuleanized Fibre 
Wilmington, Dela., was announced 
by E. R. Perry, president. Part of the 
plan involves 


Co., 
organization of a new 
and department 
improvement of company 
chemical problems 
and developing new materials for manu 


development research 
devoted to 


products, solving of 
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FEATURES 


CHECK THESE 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped fiat. Assembles quickly and easily. 


@ Stackers on bottom form feet for sanitary base. 


ts 





Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 








No. 511 LETTER SIZE 
_nrauer Dimensions: 12%” x 10/2” 
— PRICE, CARTON PRICE, 

EACH EACH 
ZONE |!.....$4.90 $4.70 
ZONE 2..... 5.35 5.15 
ZONE 3..... 5.60 5.40 


PACKED FLAT—6 to CARTON, Wt. 48 
Ibs, Unit consists of four pieces, shell, 
drawer and two steel stackers. 


Write for details on Check Size, Legal 
Size and Conversion Units for Vouchers 
and Ledger Cards. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 


Inside 
x 24” 





SOLD ONLY ON A MONEY BACK GUARANTEE 
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SPEED-O-PRINT 
§ Worlds Finest Duplicators 


AT THE 


Words Lowest Prices 


ee 


Liberator 300 
Electric 
STENCIL DUPLICATOR 
$5GG°° 


Truly the finest in Buplicating equipment. A 
ma@chine far hairline registration—with heavy- 
duty standerds. Inspect its operation and you'll 
find it is truly the World's Finest Duplicator. Avail 
able in futuramic grey or black wrinkle finish 


with open cylinder automatic dual brush inking 


NEW 1954 MODEL 


Liberator 200 
Wanuat 


AUTOMATIC FEED 
#17980 


(PLUS EXCISE TAX) 
New ond greater engineering develop 
ee ee eee 
and ease of operction gives this heirtine 
regisiretion duplicator a newer high in siend- 
ards to be found only in the Liberator 200. 


NEW 1954 MODEL 


Liberator 100 
Manual 








SPEED-O-PRINT 
Corporation 
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facturing. The program includes a half- 
million dollar building and facilities ex- 
pansion project at the company’s Pheno- 
lite Plant in Kennett Square, Pa, In 
addition, studies of fibre and paper man 
ufacturing processes at National’s York- 
lyn and Newark, Dela., plants are 
made. 


being 


Market Data Available 

William Leahy was elected chairman 
of the market 
Office 
stitute, at its reeent annual meeting in 


research 


Equipment Manufacturers’ In 


New 
Offices 


Before and after 
views of a floor in 
the recently re- 
modeled offices of 
Standard Duplicat- 
ing Machines Corp.., 
Everett, Mass. Walls 
have bleached oak 
panelling below a 
coral band. Rubber 
tile floor is gray with 
flecks of coral. Desks 
match the wali 
panelling. Sound ab- 
sorbant ceiling 
covers sprinkler pip- 
ing and air condi- 
tioning ducts. Win- 
dows have metal 
venetian blinds and 
green drapes to 
match the chairs’ 
upholstery. 

This represents part 
of the improvement 
program of the 
firm's president, A. 
W. Vanderhoof, 
which started in their 
plant and extended 
through the entire 
property. Architect 
Arthur Andersen of 
Newton, Mass., de- 
signed the new 

offices. 
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committee of 


New York. A charter member, Mr. Leahy 
is director of market research and man- 
ager of government and national account 
sales for Vietor Adding Machine Co., 
The market research committee of the 
institute has been directly 
for getting release through the Dept. of 
Commerce of social security information 
industry in deter 
potentials, 


responsible 


that can be used by 


mining quota territories, 


coverage, sales controls, ete. The data 
that is now available includes reports by 
counties on all firms paying social se 


curity taxes. 





LZ SORT 
has the ANSWER 
to your PROBLEM 


owl} 


- ” 
© ra |e | sense aon 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 

Let 

strate the advan- 


us demon- 


tages you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office ot 
plant procedures. Write today for 
facts. 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, San Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


! 


’ executives 


Credit Conference 


conference of 


of 


annual eredit 
with 


The 27th 


manufacturers sta- 


| tionery, office furniture, office and school 
| supplies, etc., will be held at the Henry 


| Grady Hotel, Atlanta, April 21-23. 


Con- 


| ference chairman is A. Roach, Scripto, 


Ine., assisted by Carl J. Michaels, Lake- 
side Central Co., and Kenneth V. Smith, 
Eberhard Faber Pencil Co, Credit execu- 
tives in this industry are invited to at 
tend. For details, write Ralph J. Parks, 


Joseph Dixon Crucible Co., Jersey City 


ae Ree x 


| tional 





For Eastern in New York 


Eastern Corp., Bangor, Me., makers of 
Atlantic 


Bond and other fine business 


| papers, announced the addition of Inter- 
| City Paper Co., New York, as an addi- 


their 
carry 


distributor for 
Inter-City 


Eastern 


complete 
will stocks of 
their warehouse and 
service the metropolitan area, according 


lines, 
papers at 


| to Milton Ball and Philip Cody, of Inter 


City. 


Receives Gold Medal 


eee 


* tee teeneeean 


Dr. Gerhard Stahlberg, German Consul 

General, congratulates John M. Lund, execu- 

tive committee chairman of Friden Calculat- 

ing Machine Co., on winning the Dusseldorf 

International Exhibition's Gold Medal Award. 

At left is Stanley M. Friden, vice-president; 
at right, Larry B. Taylor, vice president. 
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U.S. Carbon & Ribbon Mfg. Co. 

U. S. Typewriter Ribbon Mfg. Co. has 
officially changed its name to U. 8. Car- 
bon & Ribbon Mfg. Co., Ine., it 
announced by B. M. Snyder Jr., 
dent. One of the oldest companies in the 
industry, it has operated under the for 


wis 
presi 


mer name since 1895 but, because of the 
wide range of ribbon and carbon prod 
now being manufactured, it was 
that a 
scriptive company 
Mr. Snyder pointed out that this is just 
another case of a company outgrowing 
its original healthy 
ment in the good old American way. 


ucts 


realized more accurate and de 


name was needed, 


plans, a develop 


New Midwest Rotary Plant 

Marvin L. and Jack M. Gale, presi 
dent and secretary, respectively, of Mid 
Rotary manufae 


west Maniforms Co., 


turers of carbon-interleaved 


nounced completion of a new plant at 


Caro, Mich, The plant is already in oper- 


ation with additional new, modern ro 


forms, an- 


tary equipment, to handle a larger vol- 
ume and a more diversified line. Expan- 
sion was made necessary by continually 
The main 
tinues at 1036 Beaubien, Detroit 26, with 
Marvin Rismann as general manager and 
David J. 


increasing sales, office con 


Shiffman as sales manager. 


Rockwell’s Golden Anniversary 
Harvey P. Rock 
well, vice president 
in charge of whole 
Yawman 
Mfg. Co., 
50th 
anniversary with 
the company last 
November. A din 


given in 


sale for 
& Erbe 
observed his 


ner was 
his honor and at 
tended by a large 


associates and 


Harvey P. Rockwell 
group of his busiress 
friends. Ralph Robinson, 
Y & E, presented Mr. Rockwell with a 
plaque commemorating his 50 years’ ser- 
Charles W. Schreiber, vice 


president of 


vice, presi- 











ensationally 


SAFEGUARD check Signer... 


at such a low price nobody can 
afford not to own this time 
saver. 


A positive action for all business. Clearly im- 
pressed personalized 
payroll drudgery with Safeguard speed and 
efficiency. 


MANUFACTURERS OF CHECKWRITING EQUIPMENT 


Safeguard Corp. 


signature eliminates 


LANSDALE, PA. 
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NEW—COLORFUL—DURABLE 


A FAST SELLING VOLUME ITEM 
GREY — GREEN — BROWN 


Matched or mixed--6 to a car- 
fon 2 sizes, 36 x 45”-—45 x 54” 





“HOW TO SELL 
NUMBERING 
MACHINES”. 


Only Book of Its 

Kind aie Published 

- « » Devoted to Increasing Retail 

Sales and Profits on Numbering 
Machines... 


50 informative photos; 60 pages 
of valuable selling information. 
Write for complimentary copy. 


WM. A. FORCE 


DIG NICHOLS AVENUE, BROOKLYN 8,N.Y 
SALE FRICES NEW YORK CHICAGO SAN FRANCISCO CANADA 


RATE 





The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms ther: equal of a skilled draftsman. 


Send for full particulors 
THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 


ViSirecord, the world's fastest visible record 
systems, hand tailored to your individual needs. 


| For, free systems survey, with no obligation, write 


| WVISirecord, Inc., COPIAGUE, L. I., N. Y. 


In Canada, V/S/irecord of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 
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lent in charge of sales, in his role as 
toastmaster, presented a number of gifts 
on behalf of Mr. Rockwell’s many 


friends in the office equipment industry. 


GBC Branch Offices 


General Binding Corp. has opened an- 
other sales branch, GBC Sales & Service, 
Inc., 1822 W. 9th St., Los Angeles, where 
J. N. Stout is manager. Other branches 
are in New York, Chicago, Milwaukee 
and Toronto. 


Buffalo Manager for McBee 


Regis H. Kennedy was named Buffalo 
manager of MeBee Co, it was announced 
by E. H. Gibson, general sales manager. 
Mr. Kennedy joined the firm in 1940 and 
has been assigned at various times to 
3uffalo, Cleveland, New York and Car- 
acas, Venezuela. 


Heads Gavrin Sales 

Nathan Press was appointed executive 
vice president in charge of 
Arthur J. Gavrin Press, Ine., and Gav- 
rin Tabulating Forms, Ine., New Ro 


sales for 


Dealer Display 


This dealer display of Commercial Controls 
Corp. invites prospects to try the mailMaster 
machine. 
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¢ stand 


write 


(yD TRIN =" 


with rhe N 


With these features, no wonder 
Hercules” stands are popular 


Arched Strut prevents tipping, gives 
operator lots of leg room. 


Welded tubular steel construction 
with U-bar to prevent leg wobble. 


No sharp corners or exposed bolts 
to snag stockings. 


No-glare Vibrex top reduces eye- 
strain. 


Magi-lok wing for right, left or both 
sides. Pull and it drops—push and 
it locks. 


Easy rolling 2-inch casters with soft 
rubber wheels. 


Choice of green, gray, brown or 
black baked-on wrinkle finish. (Also 
available with walnut finish wood tops.) 


Write for illustrated folder. 
MEILINK STEEL SAFE CO. 


ie) 5 :lem. ye), iio) 


Makers of insulated products for over 50 years. 








TYPE CLEANING MADE EASIER 


CLEANS 
* Typewriters 
* Billing Mochines 
* Adding Machines 
+ Addressing Plates 
+ Marking Devices, ote. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free sample sent ypow request write to 


NORTA DISTRIBUTING CORT ANY 
—1165 Broadway, New York |, 


Burroughs 


Select Rough — Rebuilt) 


@ BooKKEEPING 
@ CALCULATING 
@ ACCOUNTING 
@ AppING AN® BILLING machines bought, sold, 


rented, repaired or re- 
ACME 


conditioned. Write for 
ADDING MACHINE 


current prices. 
SERVKE & SALES 350 BROADWAY, NEW YORK 13, N.Y. 
CORP. Since 1927 


WO 4-1240° cable: Hodgmach 
DICTATING MACHINE 
SALESMEN 


Your equipment can be sold for special instal- 
lations when our "ECHO Verbatim Reporter 
Electronic,"’ or "HUSH-A-PHONE Voice, Silen- 
cer’ is added. Be up-to-date and don't miss 
any hets. Inform yourself. 


Write for bulletin "Voice." 


HUSH-A-PHONE CORP. 


65 Madison Ave. Room 710 New York 16 


Typist: ond business 
machine operotors wont 
*Norto Plastic Type Cleoner 
—W's easy to vse — no mens 
— no liquids to spill 








AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N.Y. 











chelle, N. Y. Mr. Press will coordinate 
activities of both corporations, 


one-time 


the sales 
manufacturers of Snap-Easy 


carbon-interleaved business forms and 
Tab-Easy marginally-punched continuous 
tabulating George Nelson was ap 
field of the cor 


xpanded sales departments, 


Porms. 
pointed representative 


poration 's ¢ 


Ameo-Ennis Representative 

Hubert Marcia, general sales manager, 
Ennis Tag & Salesbook Co. and Ameri 
ean Carbon Paper Mfg. Co., Ennis, Tex 
as, announced the appointment of Byron 
Smith 
and Florida, with headquarters in San 
ford, Fla. Mr. Smith Clyde 
Lowe transferred to the 
territory. He 
with 
Bluefield, Va. 


as sales representative in Georgia 
succeeds 
who has been 

was 
Office 


Alabama-Tennessee 


formerly connected Virginia 


Supply Co., 


N.Y.C. 


The Metropolitan Travelers Club was 
New York last month by 60 
manufacturers’ salesmen. Officers eleeted 


Area Salesmen’s Club 


formed in 


Detroit Office 


Remodeled offices of Associated Brokers, 

Detroit, with all-steel desks and other equip- 

ment made by Invincible Metal Furniture Co.., 
Manitowoc, Wis. 
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3-HOLE PAPER PUNCH 
Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 


squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 





CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 
punch for indi- 
viduals, home, 
office and industry. Light pressure of thumb 
punches clean 14" hole instantly in paper, light 
cardboard, etc. Ideal for punching tickets, tags, 


restaurant checks. 24 in counter 


MODEL 3.. Punches 3 holes display carton. 60 cent list. 


\%" dia., spaced 4%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11” x 84" sheets. 


Ss 


GO PLACES with Walden Robes Gronand 


MODEL 100... Punches \" 
hole, 4" from binding edge. 


Me 


[PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 


WESTERN REP.— HARRY HENKEL ASSOC.,, 1355 MARKET ST., SAN FRANCISCO 
eoemmeenilitd 


cY...Yes and No 


The picture at left, yes! See 
Blarney Castle, kiss the famous 
Blarney Stone and Irish legend hath it that 
you'll have all the luck in the world! 











pLAk 


Don’t trust to luck, KNOW that you're get- 
ting the best-suited 
erasers for your own particular 
requirements; the erasers that 
Ireland and all the world know 
best Weldon 
They Correct 
Mistakes In Any Language! At 
your regular supply 


finest, 


and use most: 


PRM 
—_ 


Roberts Erasers. 


vn 
ST ies 


30 


(Photo courtesy National Tourist 
Publicity Assn. for Ireland 


ad o| 


dealer’s. 


} 
121 Elliptie, Soft gray eraser in handy | 
elliptical shape for pencil or ink erasures 

on all types of work. Feature it for volume 
sales to office workers, typists, draftemen, 
artists. 


L2l DudInng 


¥ST ‘WUVMIN Ni 


WIVOVD 


WELDON ROBERTS RUBBER CO., 365 Sixth Ave., 


World’s Foremost Eraser Specialists. 


Newark 7, N. J. 
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OFFICE MANAGERS! 
KEEP EXPENSES arene 
4-WAYS " 24@ 





. Eliminate hours of 
costly hand typing 
. Eliminate proof- 
reading 

. Completely elimi- 
nate errors 

. Eliminate sending 
out for photo copies 


WITH 
EXACT - PHOTE - COPY 


ALL ELECTRIC ... ALL-IN-ONE UNIT 
Get DRY photo copies in your own office 
automatically in seconds. 

It doesn’t cost, it pays you to own the new, compact 
EXACT-PHOTE-CO Y machine. There’s NO darkroom, 
NO chemical fumes, NO washing, NO fixing, NO drying. 
Simple to operate. Produces 60 to 90 copies per hour of 
anything typed, written, printed or drawn. Size 12” 
wide by any length, |t-side or 2-sides, Ae +4 AC. Grey 

vinyl! exterior. 47 Ibs. Prices start at $105. 

Made in U.S. A. Fully ctautead 
Write for FREE brochure today . . 
GENERAL PHOTO PRODUCTS CO., “INC. 
15 SUMMIT AVE., CHATHAM, NEW JERSEY 
Manufacturers of dry and wet process photo 
copy equipment. 





-—— TYPEWRITERS —— 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURRGUGHS—COMPTOMETERS 
Hand or Electric 
ROUGH or RECONDITIONED 


Write for Prices 
Also ask about our ADDOMETER, the adding 
and subtracting machine that retails for $14.95 
and pays you up to 52% profit, 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 
301 W. Monroe St., Chicago 6, Ill. 





250 


Perforated 
Gummed, Scored 


LABELS 


in each Roll 


For File Folders 
and many other 
Labeling Uses 


A roll is fed into the machine like any sheet of 
paper, labels needed are typed in double- 
quick time and the rest stay in the box. Each 
label is 3 13/16" x 1 5/16". 


9 COLORS—Salmon, Blue, Orange, Manila 
Green, Pink, White, Canary, Buff 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
160! Duane Bivd., Kankakee, Ill. 














vy SPECIAL OFFER! 5x 


Two Leading German 

Office Equipment 

Journals, at a big 
SAVING TO YOU! 


**BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
"DAS RATIONELLE BUERO' (The Rational 
Office) monthly, printed in GERMAN ....$5.75 


combination cost $11.00 


These vital Trade Jour- Annually 

nals keep you up-to- Postfree 

date with the German — Continental Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our American 
Representatives: 


ATLANTIC SERVICE AGENCY 


P. O. Box 415 © Flushing, N. Y. 
Tel: INdependence 3-6815 
Verlag Peter Basten, Aachen, Germany 








216 
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so far are Martin M. Moldow, president; 
Herbert Grayson, secretary-treasurer; 
Milton Stone, chairman of by-laws com- 
mittee. Sales personnel in the area, who 
work for one or more office equipment or 
supply manufacturers, are invited to 
join. Contact Mr. Moldow at 394 Broad 
way, New York 13. 


Forms Lansdale Products Corp. 


Ewald Mayer has organized the Lans- 
dale Products Corp. of Lansdale, Pa., to 
buy and sell office equipment and allied 
products. The new company was ap- 
pointed worldwide distributor for R. 
Funk & Co., Furlong, Pa., manufacturer 
of the Cop-e-Eez Copy Board and Line 
Spacer. 


Kenwood Representatives 


Kenwood Corp., Washington, D. C., 
maker of Kenwood Econo-form desks and 
tables, announced apointment of the fol 
lowing field representatives: Ernest M. 
Stewart Jr., Dallas, for Okla., Ark., La., 
and Texas; Len C. Jacobs, Los Angeles, 
for Ariz., Calif. and Nev.; Richard P. 
Vaughan, Seattle, for Wash., Ore., Idaho 
and Mont. 


A, B. Dick Appointments 


A. B. Dick Co., announced the appoint- 
ment of Carl Dorfler as district sales 
manager for that company’s largest ter 
ritory. In a vast area roughly approxi- 
mating the Rocky Mountain region, Mr. 
Dorfler has the responsibility of imple 
menting the long range sales program 
which entails general expansion of dis- 
tributor facilities to market spirit and 
lithograph products as well as those of 
the established mimeograph process. He 
had three years experience as an office 
equipment salesman prior to employment 
by A. B. Dick last May as a sales repre- 
sentative on the staff of E. L. Tabat, 
general sales manager. 

A. B. Dick Co. also announced that 
Claude Hatfield was named district sales 
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| 
| 


SAVES TIME AND WORK! 


MAKES 8 BASIC FOLDS ON 
SHEETS UP TO 8 x14 


B EVERY OFFICE 
CAN AFFORD 


FULLY old Oeitchare 


GUARANTEED 
DESK MODEL FOLDING MACHINE 


e Catalog of Duplicating Equipment 4 Supplies 


exc vely by PRINT-O MATIC (CO INC 





SO-1 For I"* Ring Books, 25c ea. 
SO-2 For 2" Ring Books, 35c ea. 
$O-1'/2 For 1'/2"' Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 


139 Franklin St., New York 13, N. Y. 
* Reg, U.S. Pat. Off. 





NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, iLL 




















UNDER-COUNTER 

CASH DRAWER 

with REMOVABLE METAL MONEY TRAY 
with 

LOCK-ON LID 


Model R-1 


$ -50 x 
f.o.b. Shelbyville, Ind. 
REGULAR DEALER DISCOUNT 


Now for the first time Indiana makes 

available an Under-Counter Cash Drawer 

—with removable metal money tray. 

Overall Dimensions—18%g” wide x 1559” long x 47@” 
high. 

Metal Money Tray—15'/2” wide x 10/4” long x 2'4” 
deep—6 coin compartments—3 currency compartments 
—l ticket compartment. Extra Trays Available. 
High-grade Disc Tumbler Locks. Warning Gong rings 
vhen drawer is opened. Easy rolling mechanism. Drawer 
constructed of Indiana Hardwoods. Exterior Office Gray 
or Natural Lacquer (Basswood) Finish. Shipping weight 
—approx. 25 Ibs. 


USE THIS HANDY ORDER BLANK 
FOR ORDERING SAMPLE 


INDIANA CASH DRAWER CO. 

SHELBYVILLE, IND. 

Piease ship indiana Model R-1-— 
*“‘Under-Counter’’ Cash Drawers, @ 
$44.50 less dealer discount, f.o.b. Shelby- 
ville, Ind. 


Finish 

DEALER 

STREET ADDRESS 
CITY . 

SIGNED BY 


Open account to rated firms only—send refer- 
ences if not rated. 


* 
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‘Tennessee. 
been associated with 
A. B. Dick since 1940 when he entered 
what at that time the company’s 
Chicago branch as a sales trainee. Later 
in the he to the 
City branch office as a salesman, He re- 


manager for Kentucky and 


Mr. Hatfield has 


was 


year was sent Kansas 
turned to Chicago a year later and re 
A. B. Dick until 1948 when 
was 
W. 


Chicago 


mained with 
the 
tinued, 


branch office discon 


He 


Company, A. 


system 
been with F. 
B. Dick’s 
then. 


has 30ehm 
dis 


tributor, since 


Victor Appointments 
In a series of promotions and trans 
fers, Richard Langford, M. L. (Bill) 
Damron, Jacques d’Arlin and Allen Bud- 
duties 
within the sales division of Add- 


new 
Victor 


inger have been assigned 





Machine Co. In the 
3akewell, vice president, 


ing announcing 
changes A. F. 
stated that Bill 


district manager 


Damron has been named 
for the Middle Atlantic 


Multipurpose Display 


| 


A 


ee nts ma 


Colorful display used by 2,600 dealers of 
Master Addresser Co., shows machine and 
supplies and offers literature, 
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Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase roduction and work ac- 
curacy. Your raphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 














insulated 
FILE 


2, 3 and 4 Drawer 
Letter and Legal 
sizes 


@ FIRE TESTED— 
1700° for | hour, 
@ Insulated between 
each drawer, making 
each drawer a sepa- 
rate safe, 
@ “A” grade insu- 
lation, reinforced. 
Heavy bali bear- 
ing extension slides. 
@ Positive Lock 
compressor. 
@ Available with 
either key or combi- 
nation lock which 
operates all drawers. 
@ 2554” clear 
drawer depth. 
@ Modern 
Hardware. 
@ Smooth, baked 
enamel finish, green 
ray. 
7 — drilled 
an apped so cast- 
WRITE ers can be attached 
TODAY! whenever desired. 


THE SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 
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0) x 0e5hens combination 
f COPYHOLDER & FILE AID 


One Unit with Dual Purpose 


This new convenience is made right 
for a first-class copy-holder. It is just 
as useful as a rack fitted onto the 
drawer-front to hold papers to be 
filed. Made of steel, it is sturdy, 
nicely finished in green or gray 
enamel, equipped with easy operat- 
ing line-finder, variable spacing. 


List Price only $5.95 Letter Size, 
$6.95 Legal Size, f.c.b. Los Angeles. 


Orrice @xXPEDITERS, INC, 
615 LUCAS AVE., LOS ANGELES 17, CALIF. 


TECHNYSCOPE MODEL F-2 


(Iilustrated with glass removed) 


The use of FLOURESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Complete Price ...............+. $35.00 

Request information from 


TECHNYGRAPH COMPANY, TECHNY, ILL 
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Saban sa taseteionagh aa 
[looking letters they send? Any letter 
good as the machine it is written 
ste the OLYMPIA SM 3 De Luxe NEW DELUXE 


PORTABLE 


features not found on other machines. And _ 
in looks it’s a beauty. : j 


TE -CONTINENTAL TRADING CORP. 
) NEW YORK 6, N. Y. 


KEY TO MOTOR DEPENDABILITY 
TAY) AS 1 //)/ 3 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 

more designers of leading business machines are turning 

to Lamb Electric Motors, which are all specially engineered. 
The Lamb Electric Company, Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


Electhéc 


SPECIAL APPLICATION MOTO RS 
FRACTIONAL HORSEPOWER 
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states. Replacing him as branch manager 
in Newark is Richard Langford, who 
formerly served as an assistant manager 
in the Philadelphia office. New positions, 
of city sales manager have been estab- 
lished in Newark and Philadelphia to 
implement and supervise activities of 
territory salesmen within the branches. 
Assigned to these positions were Allen 
Budinger, Philadelphia, and Jacques 
d’Arlin, Newark. 


Requisites to Sell in U.S. 


‘*Research, design and _ production 
leadership are needed if overseas manu 
facturers are to compete successfully in 
the American office machine market,’’ 
according to Erik A. Ohlsson, a director 
of the Swedish Chamber of Commerce in 
the U. S., and president of Facit, Inc., 
distributor of Swedish-made Facit eal- 
culators, Halda typewriters and Odhner 
adding machines. ‘‘The challenge lies 
with the foreign producer, if he wishes 
to market his machines in this most 
competitive of all markets. His produe- 
tion and labor standards must be the 
highest, his product design the most 


Dictater Display 


INKED RIBBONS 


For: TYPEWRITERS * TABULATING & 
BOOKKEEPING MACHINES * ADDING 
MACHINES © ADDRESSOGRAPHS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 


ness to specify CODO. 


| Se Sees CORP. 


Rex Recorder dictating machines displayed 

by Talbert Office Equipment Co., Casper, 

Wyo. American Dictating Machine Co., New 
York, is U.S. distributor. 
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New York 16, N. Y. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa, 
40 E. 40th St. 564 W. Monroe St, 
Chicago 6, Ill. 


iy AAPoE 36 











WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


ASK YOUR DEALER 
Imperial 


DESK CO. 
Evansville, indiana 








All Makes and 
All Models, 
Write for our 
prices—today. 
/ “America’s targest 
rare og of Caicu- 

a 


LA5-1(60, 
Re- 


built. 
ISRAEL MEIZNER 
Mercury Business Machines Co.; Inc. 


900 Broadway (Corner 20th St.) New York 3 


GRamercy 7:0055 





Complete plants for the 
manufacture of 


CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS 


Manufacturing 
information and 
formulas 
furnished. 
HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 

















Genuine Cngwed lel fapfoads 


§D WITHIN 5 DAYS. NO OBLIGATION. 


JJewberry Engraving Co. 
801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of f e Stationery 











and his product performance 
must be able to at least equal his 
closest domestic competitor. In a word, 
if the foreign producer wishes to pros- 
per in the American market, he must 
keep his standards high,’’ Mr. Ohlsson 


modern 


said. 
‘* Better 
are being merechandised and sold in the 


quality foreign-made goods 
U. S. today, with increasing acceptance 
The high standards of 
manufacture and the astute- 
American buyers places a 


by consumers, 
American 
ness of most 


premium on modern production, prod- 
uct performance and effective techniques 
Foreign producers 
must these standards if they will 
survive in this most competitive of all 
world markets. When high-grade foreign 
products with 


American-made goods in the open mar- 


of merchandising. 
mect 


successfully compete 
ket, there is an impetus to all quality 
involved to their 
manufacturing and sales techniques. This 


producers improve 
is a healthy atmosphere that assures con 
prosperity for the 
mocratic world.’’ An expansion of im 


tinuing whole de- 
ports and exports of better-quality goods 
hetween the United States and other 
countries during 1954 was forecast by Mr. 
Ohlsson. He pointed out that the ‘‘ Trade, 
Not Aid’’ 
ing force among leaders in the new ad 
ministration Ameri 


concept seems to be ‘‘gather- 


in Congress and in 
can industry generally.’’ 
Indicative of the trend toward ‘‘two- 
way commercial thinking’’ are the re- 
cent deliberations of the Randall 
mittee, appointed by the President to 
investigate the present tariff structure. 
Mr. Ohlsson underlined a ‘‘ growing 
awareness that the free enterprise sys- 
tem cannot 


Com 


survive internationally if 
nationalist commercial barriers hold back 
overseas production.’’ Exports and im- 
United States and 


Western Europe, exclusive of shipments 


ports between the 


of military equipment and supplies, have 
steadily advanced since 1946. This trend 


has been equally strong between the 
U. S. and Seandinavian nations, Mr. 


Ohlsson said, 
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.-- to Latin America. 


e MANUFACTURERS 


e EXPORTERS 


Don’t Overlook This Growing Market 
For Office Supply and Equipment Sales. 


MONEY TALKS! Look at these statistics for only one month’s exports. Then give 
serious thought to your own ovesseas trade. 
United States manufacturers during last August (latest figures available) exported: 


$22,605 of listing adding machines to Eeuador. 

$46,074 of metal office equipment (desks, chairs, files, safes) to Venezuela. 
$11,569 of carbon paper and office machine ribbons to Peru. 

$126,756 of typewriters to Mexico. 

$22,499 of miscellaneous office supplies to Colombia. 

$39,940 of pencils to Cuba. 


These figures are random samples. Annually the entire Latin American continent 
will absorb a very impressive volume of your products. There are 19 countries in 
Latin America where all the office equipment and stationery importers, distributors, 
dealers and larger users receive La OFICINA. They keep it, refer to it as a guide 
and reference all year long. 


The need for all office products in Latin America is increasing steadily as business 
and industry develop. Tell these prospects and customers about your products in the 
1954 La OFICINA. Its advertising rates are low—its coverage is complete. Your 
advertising in La OFICINA is basic to establishing and building a_ profitable 
Latin American trade. 


Send now for more detailed information on circulation, advertising rates and a copy 
of the last issue. 


THe Orrice—January, 1954 





>ADVERTISERS ° 





Acco Products, Inc. 

Acme Adding Machine Service & Sales Corp. 
Addo Machine Co. 39 
Addressing Machine Co. of Calif. 

Aigner Indexes 

Allen Business Machines, Inc., R. C. 

Allied Carbon & Ribbon Mfg. Corp. 

Amberg File & Index Co. 

American Dictating Machine Co. 

Applaud Sales Co. 

Archbold, ‘A. A. 

Arrow Fastener Co. 

Atias Stencil Files Corp. 

Autocopy, Inc. 


Bankers Box Co. 

Basten, Peter 

Bates Mfg. Co. 

Bomort, Inc. 

Borroughs Mfg. Co. 

Buckeye Ribbon & Carbon Co 
Bud Type Cleaner Co. 
Burroughs Corp. 


C-Thru Ruler Co. 

Can-Pro Corp. 

Cel-U-Vex Corp. 
Challenge Machinery Co. 
Chart-Pak, Inc. 

Clary Multiplier Corp. 
Codo Mfg. Corp. 
Collins-Benton Co. 
Colonial Carbon Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Copease Co. 

Copy-Craft Inc. 

Cormac Industries, Inc. 
Cotterman, |. D. 
Coxhead Corp., Ralph C. 
Cramer Posture Chair Co. 


Dehn, Jr., |. A. 

Dennison Mfg. Co. 

Denominator Co. 

Dewberry Engraving Co. 

Dick Co., A. B. 

Dictaphone Corp 

Direct Image Aluminum Plate & Supply Co. 
Ditto, Inc. Cover 
Dreusicke & Co., K. G., Wilhelm 
Duplicopy Co. 

Dupli-Typer Co. 

Dupli-Voice Co. 


Eastern Corp. 

Esleeck Mfg. Co. 
Evans Specialty Co. 
E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., A. W. 
Facit, Inc. . 

Federal Cash Register Co. 

Fisher Pen Co. .. 
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Force & Co., Wm. A. 
Franke! Mfg. Co. 
Friden Calculating Machine Co, 


Gates Associates 

General Binding Corp. 
General Photo Products Co. 
Gestetner Duplicator Corp. 
Gibian, Richard 

Gonco Mfg. Co. 

Gray Mfg. Co. 


H. J. J. Co. 

Haida Engineering Co. 

Haloid Co. 

Hamann Calculating Machine Co. 
Harding Co., Milo 
Harris-Seybold Co. 

Hush-A-Phone Corp. 

Hygienic Dental Mfg. Co. 


Imperial Desk Co. 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Inserting & Mailing Machine Co 
Inter-Continental Trading Corp. 
International Business Machines Corp. 
International Cash Register & Parts Co. 
Internaticnal Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 
Judson Formprint, Inc. 


Kee-Lox Mfg. Co. 
Kellogg Switchboard & Supply Co. 
Kenwood Corp. 


Lamb Electric Co. 
LeFebure Corp. 

Litho Engineering & Research 
Lix Distributing Co. 


Magnet Sales 

Manpower, Inc. 

Manifold Supplies Co. 
Marchant Calculators, Inc. 
Maso Steel Products 

McBee Co. 

Meilink Steel Safe Co. 
Mercury Business Machines Co. 
Metalcraft, Inc. 

Milwaukee Metal Furniture Co. 
Monroe Calculating Machine Co. 
Moore, Inc., P. O. 

Moran's Sons, Thomas J. 
Mosler Safe Co. 

Motor-File ‘‘Automatic-Visible"’ 
Multistamp Co. 


National Blank Book Co. 
National Cash Register Co. 
National Litho Forms Co. 
National Rule Co. 
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Nekoosa-Edwards Paper Co. ... 3 
Nettle Mig. Co. a: : 204 
New England Paper Punch Co. ... 215 
Norta Distributing Co. 214 
Northwest Metal Products Co. .. 132 


Oerlikon Tool & Arms Corp. of America 170 
Office Appliance Co. ees 187 
Office Expediters, Inc. 219 
Oifice Management Assn. of Chicago 110 
Office Products, Inc. 217 
Office Publications Co. 189, 223, 225 
Office Research Institute, Inc. 63 
Old Town Corp. Wg 
Olivetti Corp. of America 48 
Outlook Envelope Co. 203 
Oxford Filing Supply Co. 150 


Packwood Mfg. Co., G. H. 109 
Paraliner Co. 212 
Peerless Imperial Co. 197 
Pelouze Mfg. Co. 153 
Pitney-Bowes, Inc. 105, 148, 172 
Plus Computing Machines, Inc. 167 
Plymouth Rubber Co. 195 
Potomac Products 182 
Print-O-Matic Co 217 
Pronto File Corp. 158 159 
Punched Card, The 175 


Rapid Roller Co. 50 
Recht Co., William 189 
Regal Typewriter Co. 204 
Regna Cash Registers, Inc 43, 163 
Reliable Typewriter & Adding Machine Co. 216 
Remington Rand Inc. 64, 183 
Reproduction Products Co. 101 
Rex-Rotary Distributing Corp. 157 
Rite-Line Corp. 199 
Roberts Rubber Co., Weldon 215 
Robertson Photo-Mechanix, Inc. 93 
Rogersnap Business Forms 174 
Rol-Dex Division 49 
Rose Ribbon & Carbon Mfg. Co. 46 
Royal Typewriter Co. 114, 115 


Safeguard Corp. 211 
Schlegel Mfg. Co. 185 
Schwab Safe Co. 219 
Schweitzer, Inc., Peter J. 40 
Scott-Rice Co 203 
Select-O-Phone Division 21 
Sengbusch Self-Closing Inkstand Co. 52 
Shaw-Walker Co. . 116 
Shipman-Ward Mfg. Co. 130 
Shredmaster Corp. : 166 
Smead Mfg. Co. Facing 146, 147 
Smith-Corena, Inc. Cover Il 
Southern Friction Materials Co. 212 
Speed-O-Print Corp. 208 
Spot Carbon Products 154 
Standard Duplicating Machines Corp. 128, 129 
Standard Manifold Co, 151 
Staplex Co. 125 
Star Loose Leaf Co. 203 
Sterms Co., H. M. .. 5I 
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Strohmeyer & Arpe Co. 
Sturgis Posture Chair Co. 
Swift Business Machines Corp. 


Tab Products Co. 
Technygraph Co. ; 
Thomas Collators, Inc. 
Tiffany Stand Co. 

Todd Co, . 

Tubular Specialty Mfg. Co. 
Typewriter Equipment Co. 


Underwood Corp. : 
U.S. Carbon & Ribbon Mfg. Co. 


Vari-Typer, The 

Verd-A-Ray Corp. 

Victor Adding Machine Co. 
Victor Safe & Equipment Co. 
Visirecord, Inc. 
Vogel-Peterson Co. 


Walco Products Co. 

Watson Mfg. Co. 

Wausau Paper Mills Co. 

Weber Bros. Metal Works 
Weber Label & Marking Systems 
Winchester Industries, Inc. 
Worden Co. 





START THE NEW YEAR RIGHT by keeping 
your copies of THE OFFICE in attractive, 
handy binders. Two binders hold the en- 
tire year’s issues with the complete index 
in the last copy (June and December) in 
each binder Send $3 for your set of two 
binders (not sold singly) to Office Publi- 
cations Co., 270 Madison Ave., New York 16. 
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Product Ideas 
N THIS ISSUE appears an 
abridged report on the office 
equipment buying expectancies 
during 1954 of American busi- 
ness. It follows the annual custom 
of Tur ,Orrick to survey a cross 


section of its readership on perti- 


nent subjects for the benefit of read- 


ers as a whole. Accompanying the 
report there also appear salient quo- 
tations from the comment made by 
a small and unselected but represen- 
tative group of readers. 

there has 


been spelled out a pretty good idea 


In logieal eonelusion 
of the things to which office manage- 
ment in the United States will be 
devoting itself in the coming twelve 
months... One forms also a good idea 
of the kind of business year 1954 
promises to be. One item in the sur- 
vey made for this however, 
impressed us particularly. Office 
management executives in all parts 
of the country were asked: 


issue, 


Have you in mind any new or 
special types of office equipment 
vou may install in 1954 either 
as the outcome of some new or 
advanced product developments 
or as the result of some new or 


changed methods or procedures in 

vour office operations? 

The replies, to a considerable ex- 
tent, conformed to a set pattern. In 
dividual needs sponsored a rather 
wide variety of products, all of them 
recognized utility and 
worth. Some were catching up with 
the than 
others. came up 


items of 


newer faster 
Sut few if any 
with ideas of a need for any new 


products 


equipment or for some new and bet- 
ter way of doing a job. 

are the 
the office 
equipment products. 
They buy the office equipment for 
some 8 million office workers. They 
constitute the eroup 
without which no other segment of 
today’s civilization could long sur- 
vive. And yet when a new idea or 
a new product that does a partieu- 
better 


somehow it always seems to origi- 


These office executives 


users and eustomers of 


industry's 


management 


lar office job comes along, 


nate with some of the equipment 
manufacturers. This need not be so. 

We have an idea that office man- 
agement better 
what new, different and improved 
products it needs. 
fice management man is scientifically 
trained and 


professionalized mind. 


knows as well or 


The average of- 


possesses) an orderly, 
That he is 
not a mechanical engineer need not 
frighten him off, there 
always others who can practicalize 


for are 
his ideas. It would seem that prog- 
ress in the tools of business would 
be substantially accelerated if our of- 
fice management talent applied itself 
somewhat more to the subjeet—with 
resultant profit to itself. 
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Learn How Your Order-billing System Rates 


a ; YES 
Do you know how many separate writings you require to get your Ba C1] 
orders shipped and billed? 





Have you investigated lately to see whether certain rewritings can be C] 8 
eliminated? 





Do you rewrite orders received from branches or salesmen? a ag 





Are shipping addresses retyped on your bills of lading? B (| 





Are these same addresses again rewritten on your tags and labels? [] co. 





Are your invoices written separately from your shipping orders? } ae 





When a partial shipment is made do you write a new shipping order to C] ag 
cover items back-ordered? 





Do you write a new set of billing copies covering each back order ® Ze 
shipment? 





Do you post each individual invoice to your accounts receivable ledger? 4 [| 
HERE’S THE QUESTION THAT COUNTS 


Would you like us to send you folders which illustrate how you can YES NO 
eliminate all retyping on original and back orders and eliminate posting [] [ 


to accounts receivable: 
If answer is "‘Yes’’ fill in and mail to: 


DITTO, Incorporated, 603 S. Oakley Bivd., Chicago 12, Illinois 
In Canada: DITTO of Canada, Ltd., Toronto, Ontario 


Name, Title 





FE eee 





Address 








oS Renee ees tstOben Se 5, SRO IM OT 


) D ITTO ONE-WRITING SYSTEMS 





When you’ve got to 
figure on speed 





and make a 
record, too 











Use an Underwood Sundstrand 








Printing Calculator 


Want to come in first with figure-facts...and have a record to show for it? 
Here’s your winner! It’s the Underwood Sundstrand Automatic Printing 
Calculator...which does the work of two different machines. 


1...It’s a general-purpose ... multi-purpose machine which adds... 
subtracts ... multiplies... divides. 


D 2...It makes a two-color printed record of every operation. 
And as an extra plus...it provides the Automatic Credit Balance. 


It makes it possible for an operator to change quickly from one type of cal- 
culation to another ... without changing machines! 

And how easy it is for even untrained help to operate it! All of its various 
functions are performed with only 10 numeral keys, all grouped under the 
fingers of one hand. Work is speeded, fatigue reduced, errors cut. 

More good news! The new Underwood Sundstrand Printing Calculator 
goes to work for so little money! Get a demonstration or full particulars today, 


Yn, 


Underwood Corporation = 

Adding Machines . . . Accounting Machines . 

Typewriters. . . Carbon Paper .. . Ribbons 

One Park Avenue, New York 16, N. Y. 

Underwood Limited Toronto 1, Canada The Original 


Tevch Methed 
Sales and Service Everywhere Keyboard 





